Applications - The Truth 

Applications are intended to highlight those who seem qualified, and eliminate those who do not appear to be qualified: some would say, to screen out applicants.  It could be a barrier between the applicant and your new boss.  We have learned how to deal with barriers; this situation is no different.

Your application is handled by a personnel department that reviews hundreds of applications a year, or even thousands, in larger organizations.  The chances are limited that yours will grab the attention of a personnel clerk searching for just the right combinations of skills and experience.  The sad truth is that often an application gets less than a minute’s worth of attention before it is filed in a cabinet or scanned into a database.  

Personnel is responsible for recruiting and organizing the applicant files.  It is not a glamorous job, but it needs to be done and it is very “specific” for the organization.  Speaking with several personnel staff discloses that timing and knowing someone at the company are probably the best things that can happen for an applicant.  In most cases, timing is the more important of the two.   It is not uncommon to hear that a company’s personnel staff will conduct recruitment, even though they have file cabinets filled with potential candidates.  The reasons are varied that the current files are not pulled.  Quite often it is “believed” the files are filled with “old applications” of people who have probably moved out of the area, or by now are over-qualified, or it is believed the “aged” phone numbers are inaccurate. 

Whatever the reason, the recruiting decision is made and the need for talent is immediate. Often the recruitment announcement is first circulated to existing staff and then through the various marketing channels to the public. At this point, competition has become universally public and the employer’s personnel department receives hundreds of applications from people who are currently seeking employment. Remember the person screening the applications will most likely be working from a job description, which may or may not be current. And again, the person screening may have little knowledge about the position other than the one they currently occupy.

Tips on Completing Applications

1. It is very important that every blank is completed. Either provide the requested information or write in “not applicable” by using the following notation: “N/A”. 

2. Be sure to follow instructions: Last Name – First – Middle.

3. Scribbling out mistakes is a BIG mistake.  Use an erasable pen or pencil.  Better yet, type your application.  Note: Some employers will not let you leave with a blank application, so complete a blank generic application in advance and carefully rewrite the information on the employer’s application. Pay particular attention to your handwriting/penmanship. 

4. Again, there is no reason to leave out information.  Look over your application several times before you submit it.

5. Be sure you are certain about any numbers you use.  Is the correct area code 310 or 301?

6. Rather than leave any area blank that you do not have information for, state so by writing – NONE.

7. Answer the question to the best of your ability by writing; Morning, Afternoon, or Evening.  Try to be as specific as possible so you don’t miss a call. If you use an answering machine, make sure the message is business-like.

8. Answer the question correctly and move on.  Some applications will ask if you are over 18 years of age.

9. Be specific!  The reviewer is not a mind reader.  If there are several jobs open that you are trained for, state so.  You may need to fill out several applications. Always use the company’s job titles.

10. Your research should give you a clear picture of the compensation you can expect.  This is one place where you will want to do your homework.

11. If you’re not clear, how can the reviewer give your application a fair review?

12. Be specific with a date and a time.  Don’t write ASAP and then go on 2 weeks vacation to celebrate acquiring a job! If you can start on the next working day, put that full date in the blank.

13. You must know the business and the position you are applying for to answer this one.  If the company operates 24 hours per day and 7 days per week and shifts are rotated, make sure before you complete the information that you can work variable hours and days.  If the company works this system, a NO answer here and your application would be considered as non-responsive.

14. Again, be specific!  The reviewer doesn’t want to play a guessing game with you.  To do so makes you the loser.

15. There is only one rule when filling out an application, BE HONEST.  Be sure to give the correct number.  Leaving out a bad experience may cause you more trouble later.

16. Neatness counts!  Be neat even when you are filling in a square or putting an X over your answer.  Be messy here and the reviewer may think you’ll be messy on the job.

17. Honesty is the ONLY policy!  Be sure that you understand the question.  If you left your last job for a better position, your answer here would then be NO.  If your boss told you to go find a different job, you would have to answer YES.  Don’t try splitting hairs!  It may cause you more trouble later.

18. Details are important to employers.  If you have to use extra paper to describe the occurrences, then you might want to consider serious employment counseling.

19. If you are currently working, you should probably answer “No” and write, “Not at this time,” below it.  At your first interview, you can explain yourself.  Most reviewers will understand your hesitation.

20. Before you answer this one, be sure you know the correct answer.  Speak with your past employers and make sure they have the time and good words to say about you.

21. Employer information must be 100% complete.  Anything less will definitely find your application on the way to the trash.  You may not need the exact day, but you must include the month and year for your periods of employment.  Your job titles are critical, were you just a “cook” or were you a “line cook”.  It may mean a difference in pay!

22. What can one say!  Blank = Trash.

23. Read the instructions and then follow them exactly!  One of the questions on the front of the application asked about “how many employers in the past 5 years;” you must complete the information for a third employer if necessary.  Be consistent. . .  a trait employers value!

24. Honesty is the ONLY policy!

25. Read the instructions carefully. Don’t assume anything.  The reviewer may be new to the area and not know what a high school abbreviation stands for.  Also have a clear understanding about the question.  What does, “Degree Awarded” really mean?  Your answer may be General or College Preparatory.  Don’t hesitate to ask.

26. Be prepared to list everything that will be considered a plus and be sure not to leave anything out.

27. Honesty and neatness are the hallmarks of a great application!

28. Make sure you have permission to use someone’s name and information as a reference.  Be sure to include all of the information requested.  You may want to add the e-mail address.

29. Not reading and understanding the instructions will only insure that your application is considered non-responsive. The information contained in an application is pretty much universal.  It is for that reason that you should carry all your information with you when applying.  Don’t ask for an application and not be in a position to fill it out 100% and be prepared for an on-the-spot interview!

30. An old girl/boy friend might not be the best reference! Also, you probably don’t want to include your spiritual adviser. Never give out a pager number. Most reviewers will not have the time to wait for a call back. 

31. Who do you want notified if you become ill or injured on the job? Have the necessary information available.

32. [image: image1.wmf]The application is a legal document.  Most applications will have statements requesting that you date and sign that the information on the application is true and complete.

The Right Tools Make Any Job Easier
Employment Application
ABC WIDGITS, Inc.
We consider applicants for all positions without regard to race, color, religion, creed, gender, national origin, age, or disability.

1.  Date of Application _________________________

Application Data

2.  Name _________________________________
3.  ________________

    

Last

First

Middle

   
Social Security Number

4.  Current Address_______________________________________________
Number


Street


Apt.

____________________________________________________________________

City




State 



Zip Code

5.  Home Phone (      )______________      6.  Work Phone (      ) _____________

7. What is the best time to call you at home? ___________________________

8. Are you under 18 years of age? ( Yes   ( No
If yes, you will be requested to submit state required work/age certificate. 

Position Desired

9. For what position are you applying? ________________________________

10.  What are your compensation expectations?  ________ $ per hour _______ $ per year

Work Schedule

11.  What type of employment are you seeking?       ( Full Time  ( Part Time  ( Temporary/Seasonal

12.  When can you start employment?  ______________________________________

13.  Can you work a flexible schedule where the days and number of hours scheduled are             

      different each week?   ( Yes   ( No

 14.  Please indicate the schedule you would be able to work below:

Sunday          Monday      Tuesday      Wednesday     Thursday       Friday      Saturday

___to___    ___to___    ___to___    ___to___    ___to___    ___to___    ___to___

Employment History

15.  How many different employers have you worked for in the past 5 years? ____

16.  Have you ever worked in a retail store?
( Yes    (  No

17.  Have you ever been involuntarily terminated from an employer?
( Yes   ( No

18.  If yes, please explain all occurrences:_____________________________________

19.  May we contact your current employer?

( Yes     ( No

20.  May we contact your former employers?

( Yes     ( No 

Employment Record

List your current or most recent employer first.  Include military service and/or any periods of self-employment.  You must account for your three (3) most recent employers or a maximum of five (5) years of your most recent employment history.

21.  Present or Last Employer _______________________________________________

      Address ____________________________________________________________

      Telephone Number ______________________________________ 

       Dates Employed:
From ________ To ________

       Last Position Held _______________________________________


       Last Salary _______________________ 

       Last Supervisor’s Name _________________________________________________

       Reason For Leaving (be as specific as possible) ________________________________

       What did you like best about the job? ______________________________________

       What did you like least about the job? ______________________________________

22.  Employer Name _______________________________________________________

       Address ____________________________________________________________

       Telephone Number ______________________ 

       Dates Employed:
From ________ To ________

       Last Position Held ____________________________________________________


       Last Salary ___________________________

       Last Supervisor’s Name_________________________________________________

       Reason For Leaving (be as specific as possible)________________________________

       What did you like best about the job? ______________________________________

       What did you like least about the job?______________________________________

 23.  Employer Name ______________________________________________________

       Address____________________________________________________________

       Telephone Number _________________ 

       Dates Employed:
From ________ To ________

       Last Position Held ____________________________________________________

       Last Salary _________________________________________________________

       Last Supervisor’s Name________________________________________________

       Reason For Leaving (be as specific as possible) _______________________________

       What did you like best about the job? _____________________________________

       What did you like least about this job? ____________________________________

 24.  Periods of Unemployment During the Past Three Years      

        From________To __________  Reason _______________________________________
        From________To __________  Reason _______________________________________

Education

25.
Print the name and 

city for each School
Graduated 

Yes or No
Degree

High School




College/Vocational




Graduate Studies




Other Formal Education




 26. Other special training that would enhance your qualifications? (Please list) ____________________________________________________________________________________________________________________________________________________

Technical Skills (please list the skills you have and, where appropriate, type of program used or speed).

( Computer Software________________________________________________________

( Computer Hardware________________________________________________________

( Office Equipment _________________________________________________________

( Other Skills _____________________________________________________________

27. Other Information

       Have you ever been known by a different name?

( Yes     ( No

       If yes, what was the name?_________________________________________________

       Have you ever been convicted of or pleaded guilty to a felony? ( Yes    ( No

       If yes, please explain _____________________________________________________

       _____________________________________________________________________

       (A conviction does not automatically disqualify you from employment.)

      Are you legally eligible to work in the United States?
( Yes     ( No

      (Proof of Eligibility documentation must be provided at the time of hire as required by law.)

 28. Personal and Professional References

      Please give the names of two references from your professional or academic life.

      Name _________________________________
     Phone __________________

     Address ___________________________________________________

      Name __________________________________
     Phone__________________

      Address _____________________________________________________________

                    29. Please give the names of two persons, not relatives, who have known you for 5+ years.

         Name _________________________________
     Phone __________________

         Address______________________________________________________________ 

          Name _________________________________
     Phone __________________

         Address ___________________________________________________

   30. Emergency Information
       In Case of an Emergency Notify  - Name _____________________________________ 

       Address _______________________________  
     Phone__________________

31. I hereby affirm that all statements and answers made in connection with this application are true and correct.  I understand that misrepresentation or omission of facts will be cause for cancellation of consideration for employment or dismissal if employed.  Former employers named herein are authorized to give information regarding me.  They are hereby released from all liability for issuing such information.  I hereby waive any privilege I have as to such information.  I authorize an inquiry be made on the information contained in this application if I am considered for employment.  I understand that employment may be conditioned upon a favorable health evaluation.  I further understand that this is an application for employment and that no employment contract has been offered.  I understand that if employed, such employment is an indefinite period of time and that any time wages, benefits and conditions can change. I authorize deductions from my wages in any amounts which may be due as a result of overpayment of wages, loss or destruction of property or any other amounts which I may lawfully owe, or for which I have received full consideration.  I have read and understand the above.

Date ___________     Signature ________________________________

Under Maryland Law an employer may not require or demand any applicant for employment or prospective employment or any employee to submit to or take a polygraph, lie detector or similar test or examination as a condition of employment or continued employment.  Any employer who violates this provision is guilty of a misdemeanor and subject to a fine not to exceed $100.00. I have read and understand the above.

Date ___________     Signature ________________________________
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