
	QUICK  TIP      
	Completing A Job Application

	39
	


[image: image1.png]
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Arrive prepared with what you’ll need.
· Resume, social security card, driver’s license, etc.
·  Names & addresses of previous employers, as well as starting dates & salary information
· Names, addresses & phone number of references
· Black pens (have extras)
· Pocket Dictionary
Read & follow instructions carefully.
· Review the entire application before you begin.
· Be sure to write your answers on the correct lines and in the right spaces.
Complete the application as thoroughly & neatly as possible

· Print clearly.
· Think about your answers before you write them in.
· Don’t leave any blank lines (indicate “n/a” for items not applicable.
· Don’t indicate specific salary requirements.
· Keep your information consistent with your resume.
Answer TRUTHFULLY, but don’t provide negative information

· Turn “negatives” into “positives” (such as “job ended” instead of “got fired”).
ONE FINAL THING:  PROOFREAD FOR ERRORS—ESPECIALLY MISSPELLED WORDS
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	QUICK  TIP

5A      
	Job Application 
“Right & Wrong Responses”


QUESTION:  

What Salary Do You Expect?
WRONG ANSWER: 
 ANY SPECIFIC NUMBER

RIGHT ANSWER:    
 Open for negotiation




       
 Commensurate with experience

QUESTION:

What Position Do You Desire?
WRONG ANSWER:

Anything

RIGHT ANSWER:

Be Specific—Sales Associate, File Clerk




(check out the company to see what positions they have open)
QUESTION:  

Why Did You Leave Your Last Job?
WRONG ANSWER:  
Got Fired

                                      
Couldn’t get along with boss or coworkers


                           
Started too early; Ended too late; Long hours

RIGHT ANSWER:

Needed to further my education





Left for better position





Moved out of area




Seasonal employment

QUESTION:

When Would You Be Able To Start?
WRONG ANSWER:

Next month; Next year





After my vacation

RIGHT ANSWER:

As soon as possible





Whenever I am needed
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