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Training Process:  Application Quick Guide 
Important facts:
1. An application is a legal document which when signed is acknowledgement that the employment and education information submitted is accurate and true. 
2. Falsifying information on an application can lead to dismissal of a candidacy or new job. 
3. The application is part of the first screening process a potential employer uses to find the most qualified person for the position.  
4. It is essential for the job seeker to have all pertinent information that shows how his or her skills accurately fit the job description before completing an application (online or paper).
5. Paper and online applications – though they contain similar information – require steps that are unique from each other. 
a. Printed copies and electronic copies require different skills sets. For example:
i. penmanship versus computer skills; 
ii. paper resumes versus ASCII electronically attached copies; 	
iii. visual proofing versus grammar and spelling checker;
iv. other differences can be found between the two checklists that are a part of this quick guide – one for paper applications and one for electronic applications (via computer). 


Training Process Aids:  
1. Seeker Services SKIES Staff User Guide: Adding individual attendance for Job Hunter participation.
2. Group Service(s) SKIES Staff User Guide: Adding group attendance for Job Hunter participation.
3. Quick Guide: Applications Checklists 
4. Quintessential Careers - Job Applications 
5. Generic Application from the WorkSource website (download under the top FAQ in English or Spanish)

Trainer Key Points:

The learning objective for this unit:  The learner will be able to methodically and effectively submit paper or online employment applications. 

The expected outcome: The learner will be able to submit complete and accurate applications that showcase why they are the best person for the job to maximize the chance of getting the interview. Quick Guide: Applications Checklists

Job Seekers who take time to fill out each application with diligence are passed on to the next screening process.  Those who don’t spend extra effort upfront to submit targeted and accurate documents are typically screened out of the candidate pool.   

Throughout this 20-minute training segment, it is vital that you convey the following:   
a. The job seeker must look at applications from the employer’s perspective and answer the HR question “why should I hire this person?”
b.  (
Detailed Steps
)The job seeker must treat every application as though it is the one that will get the interview (the job seeker may have filled out 20 applications, but the employer sees only one).  
c. When the job seeker uses the Quick Guide: Applications Checklists as a guide to fill out and submit on line/paper applications, he or she will maximize his/her ability to pass the first screening process. 


Trainer Facilitation Steps:

1. Brainstorm and chart:  You are an employer who is looking to fill a position quickly.
a. What do you want to see in the applications that you will read?
b. What is an application used for?  

2. Hand out the Quick Guide: Applications Checklists – Discuss.
a.  Before you begin completing an application, online or on paper, it is essential that you have all the information you need to complete an application on hand and ready to be utilized. Use the checklists to ensure that you are prepared to submit a complete and honest document to the employer. Check off items on the list(s) as completed once you have proofed your work.

3. To ensure accuracy, completeness and save time, be prepared while filling out an application. What does this include? 
a. Accuracy is important in this legal document.  Know previous employer names, addresses, phone numbers and dates of employment. 
i. For work performed in Washington State, a job seeker may request employment records through Employment Security Department Records Request.  
ii. If a job seeker has worked in other states the job seeker can go online to Social Security and request form SSA-7050.
b. Read the application before filling it out.
c. Follow all instructions.
d. Complete a Generic Application.  Having one filled out ahead of time makes it easy and quick to fill out any application.  Have copies of the master/generic application available. 

Possible Activity:
· Split the class in half.  
· Have Group 1 write down the “Errors” of Applications (see point #4 below).  What would make a potential employer say, “No, I don’t want to interview this person?”  
· Have Group 2 write down the “Good Actions” of Applications (see point #5 below).  What would make the employer say, “Yes, I do want to interview this person?”  
· While the discussion is going, rotate between groups to ensure the following information in points # 4 and #5 are covered by the class.  If key points (#4 and #5) are not addressed on their chart lists, be sure to discuss these items during the class review time.

4. Some errors to avoid when creating your application:
a. Don’t ask for a pen or a phone book from the employer. 
b. Never write “See Resume”.   
c. Fill in all the blanks.  If not applicable, write N/A.
d. Keep it neat (no smears, spills, smudge marks, coffee stains, crossed out areas, or crumpled applications).
e. No misspelled words or grammatical errors. 
f. What message is sent to potential employers with any of these? 
  
5. Some actions to take when filling out an application:
a. Target the application to the position. 
b. Use Action Words to describe job duties. This is the job seeker’s chance to shine.
i. If you were the employer who would you rather have come in for an interview:   

· The person who “fixes cars” or… 
· The person who is experienced in all phases of automotive repair including tune-ups, troubleshooting, brakes, and lubes, welds with gas, arc, and wire feed? 
· Do they say the same thing? 

c. Proofread the document.

d. Attach a resume and/or cover letter (if requested with a paper or online application – remember, these will involve very different steps to complete.  We have desk aids covering this information).

e. Put most recent job first on the application and work backwards. (Note to class: You may be surprised how often this is done incorrectly). 

f. Sign and date the application.  Ask the class: Why would the date be important? (Some employers throw applications away after a certain amount of time).

g. Make a copy for your records before turning in the application.  Why? ( For when the job seeker gets the interview/for review/ know what that employer wanted  

6. Take time to talk specifically about online applications (the checklist is on pg. 2 of the quick guide).

7. Ask, who in the room has submitted an application electronically?
a. How are they different from paper applications? 
· Some answers might include text fields with limited characters, the technology involved to complete the process, timed supplemental questionnaires, etc. 

b. What tips would you give to someone who has never applied electronically? 
i. You need an email address to apply.  Have one specifically for job search and keep it professional.
ii. Apply directly to the company website (even if found on a job search engine).   
iii. Some job boards/ company websites require users to create an account when they apply for jobs.  Register with a current email address, your account must be confirmed. For this account, your user name will either be your email address or a name you select. Choose an easy to remember and secure password. Write down your user name and password and keep it in a safe place.
iv. Suggestion: Name your document logically (Write the following on a white board or chart paper: Res J Smith Boeing Mach Op 01302012).  Ask the class what it means Res = resume, J. Smith = name, Boeing= company, Machine Operator= position applying for, and Jan 30 2012 = date created.  

c. A physical signature is not needed for online applications.  Your electronic signature carries the same legal acknowledgements (information is true and correct).

8. There may be a limit of characters for a specific data entry field.  To track word count:
a. Type information in Microsoft Word, highlight the entry and use the word count feature at the bottom of the of the Word application frame. (If the job seeker needs assistance with this task, remind them of support in our Resource Rooms.)
b. Edit as needed.

9. Some online applications allow you to upload an existing resume on your computer or thumb drive.  
a. Some  websites may require you to copy/paste your resume into an online profile (use an ASCII format)or,  
b. Use the resume builder incorporated into the company’s job application system.

10. You may have to complete an online employment / supplemental questionnaire before submitting the application package.  
a. Beware of time limits, maximum characters, or any other limits.  
b. Read everything before starting.   

11. Review application (including attachments) before clicking ‘Submit’. 
a.  If any fields are improperly filled out or left blank, the application may not be accepted. 
b. Note: Correction instructions (sometimes indicated in red) will appear to notify you of changes that must be made before the application will be submitted to the employer. 

Policy/Mandates informing this training process: 
1. Job Hunter Workshop Series #4022 WIA Guidance Letter; Workshop and Facilitation Standards
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