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	PM: 3- 4
	Table of Contents & Workshop Overview

	
	

	Learning Objectives
	In this workshop, participants will: 

· Learn basic guidelines to complete detailed and accurate applications that draw an employer’s attention. 
· Identify processes and strategies to submit targeted and detailed paper and online job applications. 
· Understand how employers use applications.
· Practice completing sections of a master application. 

	
	

	
Facilitator
Instructions
	
1. Put up the Job Hunter Applications PowerPoint so that participants can see it as they enter the room. 
2. Welcome participants to the workshop and distribute a participant workbook and nametag (optional) to each person as they come in. 
3. Start the session by introducing yourself and telling participants a little about yourself including the experience you have that will help you bring insight and knowledge to the course (e.g., worked as an employment specialist for ESD for X years and was a job seeker that used the material learned in the Job Hunter workshops to help me land this job. 
4. Have participants introduce themselves, and share one thing they hope to get out of the workshop today. 
5. Let participants know where they can find the restrooms, discuss emergency exit procedures, office protocol and job log contact credit. 
6. Point out course ground rules and review each point. These should be prepared beforehand. You can create your own ground rules or use the sample rules below. This step can be skipped if you feel ground rules aren’t necessary. 


Sample Ground Rule Examples:
· Each person can participate to the degree to which they feel comfortable. Allow everyone a chance to participate. 
· There is no right or wrong answer.
· Be respectful and listen to others. 
· Limit sidebar conversations.

7. Discuss with participants how course evaluations will be handled. Tell participants that you will collect evaluations at the end of class. (It’s highly recommended that you hand out evaluations at the beginning of the workshop and encourage participants to fill out the evaluation throughout the workshop.)
8. Use slide 2 to introduce the course topics, materials and objectives.







2

	[image: ]
	  Job Hunter Applications
                             Slides 3 - 5: Know your skills 

	
	

	PM 5 - 6
	Section one: The job application

	
Key Concepts

	
· Resumes and applications are different. 
· An application form gives employers the opportunity to determine how you respond to their requests and show the kind of work you can do.   
· An improperly completed application may be discarded. On the other hand, a well-done application can lead to an immediate interview.  

	
Facilitator Instructions:
	
1. Introduce the Job application section using slides 3 and 4 and the mini-lecture below.
2. Display slide 5 and have participants take turns reading the general application tips on page 6 in the participant workbook. 

	
Mini-Lecture
	
Welcome to the Job Hunter Applications workshop. 
The process of applying for a job has changed a lot in the last few years. Today, most applications are completed online instead on paper. This requires job seekers be more organized and submit targeted, detailed and accurate applications to avoid being screened out of the hiring process.  
In this workshop, you’ll learn how to complete applications that draw an employer’s attention. You’ll also learn how employers use applications in the hiring process and practice completing sections of a master application. 
Let’s start with some general application tips. 
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	Section one: Basic rules for completing applications

	
Overview


	
· The basics of completing job applications.
· Using action words to draw the employer’s attention.
· Application questions to look for.
· Tips for showing employers your value
· Building solid references

	
Facilitator Instructions
	
1. Introduce this section using slide 6 and the mini-lecture below.
2. Review the basic rules for completing applications on page 7 in the participant manual with the class. Discuss using the suggested discussion questions below. 
Optional resources to share:
Personal Information Worksheet Templates:
http://www.gcflearnfree.org/jobsearch/jobapplications/1.2
Completing a job application tutorial
http://www.gcflearnfree.org/jobapplications/3
3. Use slide 7 to introduce the action words section on page 8 in the participant manual. Read the two examples on page 8 and ask the class “If you were an employer, which person would you want to invite to interview?” Discuss how the use of action words makes the person in the second example stand out. Explain that using action words on applications and when responding to supplemental questions not only gets your application noticed, it improves your chances of getting an interview! 
4. Display slide 8 and ask “How many of you find some questions on an application can be tricky to answer? Why? Review the questions to lookout for and suggested responses on pages 9 and 10 of the participant manual with the class. 
5. Display slide 9 and review the “Tips for showing employers your value” section on pages 10 and 11 in the participant manual. Ask participants “Are there other tips not covered here?”  
6. Display slide 10. Have participants read page 12 in the participant workbook. Ask “How many of you have created a list of references that you can use when completing job applications?” Let participants know that they should have the contact information for at least three references handy when completing applications. Contact details for each reference should include:
· Name
· Job title
· Address
· Phone numbers
· Email
· Best time to call

7. Display slide 11 and share the video below about the importance of choosing your references with care.
 http://www.youtube.com/watch?v=DDJQHeA8QHE
8. Tell participants that they will have a chance to practice some of what they’ve learned so far. Use the attached activity worksheet to complete the activity. Debrief with the suggested activity sheet discussion questions.  

	
Mini-lecture
	
First impressions count! This includes your job application. Employers review the information on job applications to decide who they want to schedule for an interview. Employers often judge the appearance of your application as a clue to how much importance you put on the quality of your work. 

A good rule of thumb is to put yourself in the employer’s shoes when completing your employment paperwork. If you asked someone to complete an application, what would you hope to see? 

Let’s take a look at some basic rules for completing applications. 


	
Discussion Questions
	
· What would an employer think if the email address on your application was 2hot@Hotmail.com or alwysaprty@yahoo.com?
· What would you think if the application stated “use black ink” and the applicant completed it in blue ink or pencil? 
· Do you know someone who turned in an application and never heard back from the employer? Why might that be?

	
Activity Name: 
	
Filling in the blanks 

	
	

	
Activity Goals:

	
· Participants learn the importance of taking the time to read all instructions when completing a job application. 

	
Time:
	
5 Minutes


	
Materials Needed: 
	
· Copy of Filling in the blanks worksheet on page 13 in the participant workbook.
· Pens/pencils for participants if needed.

	
Facilitator Instructions:

	
1. Introduce the Filling in the blanks activity on page 13 in the participant workbook.

2. Pass out a copy of the Filling in the blanks worksheet to each participant.
3. Tell participants that this activity will give them an opportunity to practice filling in blanks before actually completing a job application. Instruct them to complete worksheet within 5 minutes.
4. When the time is up, have a discussion. How many of you read and followed the directions? How many of you jumped right in without first reading the directions? If you jumped right in, take a moment to read the directions. Did you meet all the requirements?
It is important to follow all directions when completing an application so that you create a good first impression and your application is not discarded. 
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	Section two: Paper applications

	 

Key Concepts

	
· Come prepared to fill out an application at the employer’s worksite.   
· Follow application instructions exactly to avoid being screened out.  
· Double check your application to make sure it is complete, accurate and makes a good first impression.
· Keep a copy of your application so that you can refer to what you wrote if you are interviewed or the employer calls to clarify information.  

	
Facilitator Instructions

	
1. Introduce this section using slide 12 and the mini-lecture below. 
2. Review the Tips for filling out paper applications on page 14 in the participant workbook with the class or have participants take turns reading them out loud. 
3. Pass out a copy of the Paper applications checklist to each participant and review it with the class. Tell participants they can use this checklist when completing paper applications.   
4. Wrap up this section using slide 13. Review the tips on the slide with the class. 

	
Mini-Lecture 

	
There are two types of application forms used by employers:

· Paper applications 
· Online applications 

Increasingly, large organizations recruit via online application systems but you will find that many small to medium-sized enterprises still use paper applications. 

Let’s take a look at some tips for filling out paper applications.
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	Section three: Online applications

	 
Key Concepts

	· Having a master application will improve online application accuracy, and save you time and frustration when applying online.
· Every online application is different. Knowing what to expect can help you be prepared for almost anything.    

	
Facilitator Instructions

	
1. Introduce this section using slide 14 and the mini-lecture below. 
2. Display slide 15 and ask participants “How long do you think it takes to complete an application online?” Share the “Be prepared” tips on page 16 of the participant workbook with the class. 
3. Display slide 16 and use the “Be aware” tips on pages 16 and 17 of the participant workbook to discuss key words, applications as pre-employment tests, screening devices, systems timing out and the importance of following the employer’s directions. 
4. Wrap up this section by displaying slides 17 and 18 and reviewing the “Take care” and “Follow through” tips with the class on pages 17 and 18 in the participant manual.  


	
Mini-Lecture 

	
Online applications can be trickier than paper applications. Companies use different types of application software and the amount of information you have to provide can vary greatly among employers. Just like paper applications – the online application is a test. Applications allow employers to collect the information they need to consider you for employment – but they also show employers how well you can follow directions, pay attention to detail, and use computers. The best way to pass this test is to be prepared!
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	Section four: Master application

	 

Key Concepts

	
· A master application is a complete picture of your work history and references. The master application allows you to gather all of your vital employment information in one convenient location. 
· Master applications should be used to complete both paper and online applications.    

	
Facilitator Instructions

	
1. Introduce this section using slide 19 and the mini-lecture below. 
2. Display slide 20 and show participants where they can find the master application template online. Briefly review the template with participants. 
Master application template:
http://www.wa.gov/esd/guides/docs/generic_job_app.doc
3. Display slide 21 and ask participants “Why is this application a bad application?” Discuss with the class what makes this a bad application.   
4. Display slide 22 and ask the class “What makes this application a good application?” Wrap up this section by discussing what makes this application good. Ask “Which person would you want to interview?” 


	
Mini-Lecture 

	The job application is far more important than most people think!  Many try to avoid it, or rush through it writing "see attached resume". Remember, the application is one of the screening tools used by employers. They’ll be judging your ability to complete it rapidly, neatly, and the level of detail.  If an interviewer can't read your writing, you take too long to complete it or don't complete it thoroughly; it could cost you the interview! 


	Helpful Tip
	Bring copies of the master application template for class participants. 
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	PM: 
	

	Overview

	· Wrap up
· Collect evaluations
· Share additional resources


	
Facilitator
Instructions
	
1. Use this slide to wrap up the workshop.
2. Answer questions not addressed during the workshop.
3. Review the list of expectations created at the beginning of the class to ensure participant’s needs were met. 
4. Collect evaluations if handed out at the beginning of class.
5. Hand out or direct class to schedule of other workshops offered.  
6. Thank class for their participation and let them know WorkSource is always here for them. 




image1.png
Job Hunter





image2.png
Job Hunter





image3.png




image4.png
The employer's perspeciive

* What is the
hiring manager
looking for?

* How does
the employer
screena
candidate
during an
interview?





image5.png




image6.png
Helpfulhint
The job applcation represents you!
Keep i neat, and make sure

You have no grammar or

Speling errors.





image7.png
Section three:

Onlineapplicatons

Helpfulhint
Make sureyou know if
the oniine appication
you are working on
fimes out and how
much time you have.
1o complete .





image8.png
Section four:
Maser cpplicaion

Helpfulhint
Many online appications time out
Employers wanttosee ifyou can
complete the work witina certain
time. Have an electronic master
applcation ready so you can copy
and pase.





image9.png
Your feedback s important o us.

XE

&

— Ao




