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Course:  Job Readiness

Unit:  Employment Applications

Lesson:  Completing the Employment Application

Competency Objectives:
The learner can complete employment applications suitable for use.

Suggested Criteria for Success:
The learner obtains applications from five local businesses and successfully completes an employment application(s) that can be submitted for possible interview and/or job placement.

Suggested Vocabulary:
employment application
job title


position applying for

education

work experience

work/employment history

supervisor

skills


personal data/information




job duties

responsibilities

reason for leaving

employment dates
qualifications

salary and benefits

signature

references

availability to begin work

Suggested Materials:
black or blue pen

paper

sample applications

overhead projector

Suggested Resources:
 Sample applications obtained from local businesses by instructor and learners 

 Completed an Employment Application for reference and review

 Any favorite or available Job Readiness and/or Job Search Workbooks, pamphlets, brochures, and handouts available through local resources such as schools and training institutions, job training programs, local employment offices, libraries outreach programs etc.  Such material can be easily modified for an ESL learner group, and most materials for this topical area can be obtained for little or no cost.

 Resources available through your local Public Library; County, State, or Federal Employment Centers; JobLink Centers; Local Community College Career Centers; and Human Resources Development Programs

 The Employment Security Commission of North Carolina at http://www.ncesc.com  .  Click on Individual Services.

Suggested Methods:
 Instructor-led review of application components and vocabulary associated with employment applications

 Practice and interactions one-on-one, with small class groups, and possibly with outside resource assistance

Some Suggested Steps

Ask the learner to get five employment applications from five local businesses.  Suggest that the applications be from businesses where they might like to work

Divide the class into small groups.  Have each group member fill out the application of his/her choice.  You may circulate around the class and review the application information for completeness during this time.  

Once all group members finish their applications, have the learners exchange completed applications with another group/class member.  Ask the learners to review the classmate’s application for completeness.

Return the applications to their originators for changes.  Encourage questions/discussion pertaining to applications.  Repeat the activity with a second application chosen by the learner.

Offer to review all applications by a learner whose intention is to submit it to an employer.

Include outside personnel (human resource counselors, job training counselors) to assist with this lesson if desired. 

Tips for Completing the Employment Application 
Applications are used by employers as a tool for finding additional information about who you are and for screening out applicants who do not have the qualifications they are looking for.  

Your application is often how the employer forms a first impression of you.

Tips for Completing the Application
· Bring a “master” application with you for reference.

· First, read over the entire application.

· Follow directions carefully.

· Answer all questions completely.

· Leave no section blank.  Write N/A on the sections that do not apply to you.

· Print or type the application.

· Use black or blue ink.  Never use a pencil to fill out an application.

· Write neatly.  Avoid making smears and scratching out errors.

· Check for spelling mistakes.

· Be careful of your personal appearance, even when you are picking up or turning in an application.

· If the application asks for a “salary desired”, give a salary range comparable to the position you are applying, or write “open”, or “negotiable”.  Never leave this item blank.

· If the application asks you to list a “position applied for”, list the position or positions you are interested in.  Never leave a blank or write in “anything”.  (You should know ahead of time what positions the company hires for.)

· Include all employment, giving start and ending dates, correct addresses and telephone numbers of employers, names of supervisors, and beginning and ending salaries you earned.

· Include all degrees and certificates earned, along with the date of their award.

· Include all experiences--paid and volunteer.

· Use references who are knowledgeable of your work abilities.

· Bring addresses and telephone numbers of your references with you.

· Remember to sign and date the application.

How to handle difficult questions

1. Avoid writing the word “fired”, which has a negative impact.  Use instead “terminated” and/or write “will discuss at interview.”

2. Applications usually will ask if you have been convicted of a felony. The key word is “convicted”.  Depending on your offense, you may want to avoid applying for certain jobs.

3. An application may ask you to account for any gaps in employment. The following are acceptable to use on applications.

· Returned to or began school

· Self employed

· Traveled

· Worked part time

· Raised children
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