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Effectively Obtaining and 
Completing a Job Application

(Part II)

Though not all job applications are exactly alike, most of them 
follow a similar format. It is important that you follow some 
key guidelines when completing a job application. Doing so, 
will make your application more desirable to an employer and 
increase your chances of obtaining a job interview.

Position D esired:

□ Full-T im e o r □  Part-T im e

A va ilab le  S ta rt Date:

Desired Salary: A va ila b ility :

Have you ever worked for this company? Yes No If so when?
Have you ever been convicted of a felony? Yes No If Yes, explain

The application will have a space that reads “Position Desired." You don’t want 
to be vague in this box. Don’t write “any” or “will do anything." It will make you 
look unsure or desperate. You will want to be very specific. It is acceptable to list 
more than one position. Also, within the application, they will ask the salary or pay 
you desire. Interestingly, for this question, you don't want to be too specific. 
Instead, you should place a reasonable range of how much you would like or you 
can write “open” or "negotiable." If you place one salary figure, it may be too high 
or too low, which might jeopardize your chances of obtaining a job interview.

Further, the employer will want to know when you are available to start the job as 
well as the hours and days you will be available to work. If you are able to work 
right away you can write “immediately.” If you are currently employed and are 
planning to resign then write “two weeks." This is because it is customary to give 
an employer a two-week notice before leaving. For when you are available to 
work (availability), you will want to make sure to clearly list the time ranges and 
the days you will be able to work.

Answer each question with a complete sentence on a separate piece o f paper.
1. W hy is it im portant to  fo llo w  key gu id elines w hen com p leting  a jo b  app lication ?
2. W hat should you N OT w rite  in the "Position  D esired" section?
3. Is it acceptable to  w rite  m ore than one desired  position?
4. In th e  "D esired Sa lary" section, w hat it is best w rite  dow n?
5. If you are ready to w ork right aw ay, w hat should w rite  on the jo b  app lication ?



Listing your previous employers will be important. Always list your most recent 
job first. Many employers do check to see if you were actually employed at 
where you stated, what type of worker you were, and if you were fired. Don’t 
panic if you have no formal work history. You are able to list volunteer 
experiences. These experiences demonstrate important work skills. When you 
list your duties from a job or volunteer experience make an effort to describe 
those duties that could be relevant (important) for the job you are applying for.

L is t  a ll p re v io u s  em p loye rs  fo r  the  la s t 10 years.

Last or Present Company Title (Job Position) Brief Description o f Duties:

Street Address

City State Zip code

Supervisor's Name: Supervisor's Phone Number

Reason fo r Leaving: Dates Worked 

From: To:

6. What do many employers check with new applicants?
7. What can you list in the "previous employers" section if you don’t  have any formal

work history?
8. When you describe your duties, what should you make an effort to do?
.....................................................................................................

In the reference section of the application, you will list 3 references. A reference 
is someone that has knowledge of your work habits and character. It is best to 
select respected members of society. Teachers, church leaders, coaches, 
leaders of an organization, and professionals are examples of strong references. 
Many employers do contact references. Therefore, it is important that you have 
the permission of the reference to list them on your application. Family members 
and relative are not considered proper references and shouldn't be used.

Name Title Company Phone

9. What is a reference?
10. What are three examples of strong references?
11. Before listing a reference, what should you obtain?
12. Who would not be considered a proper reference?
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In the education section, you will list the last 
educational level you completed. If you graduated, you 
will list that you have a diploma. If you are still in 
school, you would write “present." On some 
applications, the employer may ask if you have any 
special skills. Don’t leave this area blank. This is a 
great place to make your application standout. List 
those essential work related skills that you have. 
Effective communicator, team player, problem solver, 
organizational skills, technical savvy, strong work 
ethic, and leadership abilities are some examples of 
important skills that employers find attractive.

E d u ca tio n Name and Location Degree o r Last Grade 

Level Completed

M ajor o r Subjects 

Studied

High School

College o r University

Specialized Training o r Trade 

School, etc...

Please list your areas of highest proficiency, special skills or other items that may contribute to 
your abilities in performing the above mentioned position.

12. If you have graduated from high school, what would you write down for “Last
Grade Level Completed?"

13. On some applications, what might employers ask?
14. What area shouldn't leave blank?
15. What are four important work related skills that employers find attractive?
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