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Quick Guide: Application
 Checklists
)At some point in your job search process, an employer will request that you fill out a job application even if you have already submitted a resume and cover letter. Applications are legal documents that are signed and acknowledge that the employment and education information you are submitting is accurate and true. 

Falsifying information on your application can lead to dismissal of your candidacy or your new job. Before you complete an application online or on paper, it is essential that you have all the information you need to complete an application ready to be utilized. Use the job application checklists for paper and online documents below to ensure that you are prepared to submit a complete and honest document to the employer. Check off items as completed once you have proofed your work.

Paper Applications
	Completed 
	Description

	
	If you have to fill the application out at the employer’s work site, come prepared with a pen, employment dates, job titles, duties, employer company names, education history, accomplishments, list of software proficiency, skills, and prior employer contact information.

	
	Read the application before you begin to write.

	
	Follow instructions exactly as written. Check all appropriate boxes on the form.

	
	Make several copies of the blank application in case you need to reprint due to errors.

	
	Never write “see resume” to fill in details from your employment history. 

	
	Use spaces provided to write in answers – if you need to add additional information, use an asterisk (*) and write “see attached page for further information”, and include an additional typed page with anything that did not fit in the space provided by the employer. Use this option very sparingly and only if it enhances your application. 

	
	Target your application to the job for which you are applying. 

	
	Make sure that all blanks provided by the employer have been filled. If you can’t fill in a question asked on the application, but N/A for not applicable.  If the question is illegal (race, gender, religion, marital status, disability or other general information are generally in this category) or you don’t know the answer to a question, do not submit your form until you can find an answer.

	
	Use action words whenever possible for greater impact. For a list of action words, visit Resume Help’s website at http://www.resume-help.org/resume_action_words.htm

	
	If you don’t know what to put for desired wage, research wages in your area through the Salary.com website’s Salary Wizard or use the wage range listed on the job posting.

	
	First impressions are everything – keep your application neat.  Nice handwriting (easy to read) – or typed; no smears, stains, or ink smudges; odor free; no white-out or redactions; no crumple lines.

	
	List your most recent job first – then work backwards for as much employment history as is requested on the application. Emphasize your knowledge, skills and abilities (accomplishments too when possible).

	
	Attach resume and/or cover letter if required by the employer. Check the job listing or the application for this specific instruction.

	
	If there is a large amount of space given to a particular question on the application, assume it is important to the employer – use this space wisely to highlight how you are a match for the job.

	
	Check for spelling and grammar errors.

	
	Sign document if requested and space is provided on the form. 

	
	Have someone else proof your work before submitting the document.

	
	Make yourself a copy of your paper application before you turn it in. You can review what you wrote before an interview.



Online Applications
	Completed
	Description

	
	Apply directly to the company web site, even if you find the listing on large job search engines. Your application will go directly into the company's applicant tracking system and you may be able to monitor the document’s progress. 

	
	Familiarize yourself with the web page - read over the application before you begin to type. Follow directions and read all fine print.

	
	Online applications typically require that you have an email address – make sure it is professional and dedicated to nothing other than your job search. Set up another personal email account for correspondence with family and friends.

	
	Make sure that your resume is updated, targeted to the job you are applying to and ready to upload. Give your document a naming convention that will be easy to locate when uploading to the company website (example: ResJSMITHBoeingMachOp01302012 – this includes the document type (Res = resume), your name to help the recruiter, the company and job title for which you are applying, and the date created).

	
	The employer may provide space for you to upload a cover letter – make sure to target your letter and use a naming convention similar to the resume example listed above.

	
	Watch for a limit of characters for a data entry field – if you are concerned that your entry will be too long, type your answer in Microsoft Word, highlight your entry, and use the ‘Word Count’ feature to track how many characters you have created. Edit your entry without omitting vital information.

	
	Some online applications will let you upload an existing resume from Microsoft Word on your computer or thumb drive with the click of a button. Other websites may require you to copy and paste your resume into an online profile (use an ASCII format) or use their resume builder that is incorporated into the company’s job application system.

	
	As part of the company’s job application process, you may have to take an online employment test or fill out a supplemental questionnaire before submitting your application package. Pay close attention to any time limits, maximum characters, or other limits put on these additional processes by the employer.

	
	Always give a positive reason why you left previous jobs. Plan to explain any terminations during the interview.

	
	Be prepared to enter references into the online application. Have this information close by for easy entry/upload.

	
	Though you will not physically sign the documents you are submitting online, your ‘electronic signature’ carries the same legal acknowledgement that all information you provided is true and correct. 

	
	Review your application (including attachments) before you click the ‘Submit’ button.  If any fields are improperly filled out or left blank, the application may not be accepted. Red correction instructions will appear with changes that you must make before information will be submitted to the employer.

	
	Some job boards and company websites require users to create an account when they apply for jobs.  You will need to register with a current email address, so your account can be confirmed. Your user name will either be your email address or a name you select. Choose a password for your account that is easy to remember and secure. Write down your user name and password and keep it in a safe place.
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