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Proficiency #4

Job Application
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Very often, your request for a job application and the job application itself are your first contacts with a company for which you want to work. Therefore, if you call to request an application, be sure that you are extremely courteous and considerate, yet confident and self-assured.  Speak briefly, clearly, and directly, using a clear normal speaking voice.  Repeat your address as needed, and always spell your name and your street’s name for the person with whom you speak.  Remember to write the address of the company with clear directions how to get there and the name of the person with whom you need to make contact.  Make it clear that you respect the time and effort of the person who is sending you the application.  Be gracious, and say thank you.

If you appear in person to request the application, you have an even greater opportunity to make a good first impression.  If you drive, wash your car before going.  The company may have a giant windowed reception area, and even a dirty car can have a negative impact on some employers.  In any case, make sure that you are neat and well groomed wearing the kind of clothes you believe is appropriate for this company.

Go directly to the receptionist or information person, and wait for her/him to become available to help you.  Speak courteously and directly to the receptionist, and be specific about the kind of job application you seek.  If the receptionist refers you elsewhere, repeat the process as many times as it takes to get the application, each time indicating your cooperation and consideration while appearing enthusiastic and confident.


If possible, take the application home, make a copy of it, and use the copy for a practice application.  Return the completed application as soon as possible.  If this is not possible, stay and fill it out (print!) as neatly and clearly as possible in black ink.  (Blue ink may be okay for many companies; however, blue ink sometimes does not show up on a photocopy as well as black.  Use an ink eraser or whiteout, as needed, but avoid erasures as much as possible.)

Use the sample application provided in this unit as your guide so that you will make as few mistakes as possible.  Many employers think that neatness and accuracy reflects on your image as a potential worker.  Whether true or not, a sloppy or inaccurate application (or a personal appearance that is ungroomed or inappropriate) is often considered by employers to indicate a careless, lazy worker.  The spaces on the form are often very tiny, making it very difficult for you to fill in neatly.  Take your time and put forth your best effort.

Directions

A sample application form filled in with explanations of the information requested begins on the next page.  On the blank form following the sample, carefully fill in all blanks.  Check spelling on absolutely anything about which you have any question.  (If you know you feel weak in this area, you may want to take a tiny pocket dictionary with you to fill out an application.)

The more carefully you complete these forms, the easier it will be for you to fill out job applications you see in the future.  When preparing for an interview, you will once again use this information.  Therefore, you might even want your supervisor, a teacher, a parent, or a fellow student to look over your work.  Even after you’ve completed this course, use this form to help you fill out job applications.  Add information to it.  If you find questions on job applications that aren’t included on this form, add them to the form, along with your answers.

The Job Application

Before you actually fill out any job application, read over the application carefully.  Be sure to include all relevant information (name, address, phone number, job objective, education, work experience, honors and relevant activities, and references).  Include volunteer activities, clubs, social leadership, even household responsibilities if significant.  To help you assemble all the information you will need for most job applications, fill out the sample application that follows.  You may want to take your completed sample application with you to use as a reference when actually applying for jobs.  On a real job application, reread the entire completed form to double-check your facts, spelling accuracy, and completeness.  Any questions that do not apply to you (e.g., military service, etc.) should be answered with “N/A” (“not applicable”) or “DNA” (“does not apply”).  This is very important because it demonstrates that you have carefully read all the questions on the job application.  Note:  For the best results on your applications, take your completed Proficiency #1 – Personal Profile with you because it contains all the reference information you will need to successfully complete a good job application.

Avoid these PROBLEMS


1.
Smudges




2.
Messy corrections



3.
Messy Handwriting

4.
Strange Abbreviations


5.
Writing too large


6.
Writing too small



7.
Writing out of the space


EMPLOYMENT APPLICATION

Date of Application ________________Social Security No.:  ______________________________

Name:  ________________________________________________________________________



Last


  First


Middle Initial

Address:  ______________________________________________________________________



Number
Street


City/State

Zip Code
Home Phone:  ______________________
Business/Message Phone:  _____________________

Fax Number:_______________________
E-Mail: _____________________________________

In case of emergency, please contact:  _________________________Phone:  _______________





Do you have any physical condition or disability which may limit your ability to perform the job applied for?

(circle one)       Yes        No 
If yes, what can be done to accommodate your limitations?  ______________________________________ ______________________________________________________________________________________

Are you available to work:    (circle one)       Full Time       Part Time      Temporary

JOB INTERESTS

Please list the position(s) you are applying for:  ________________________________________________


Please list all languages you speak, read and/or write:


List three business/professional references:



Name and Occupation
  

Address

           Area Code & Telephone No.
1.


2.


3.

Should you be selected for this position, the minimum hourly wage you would accept is $____________________.

(Do not use the word negotiable or any other similar words to answer this question.  Salary must be within the range

for the position you are interviewing for, and the amount you state as your minimum may be a selection criteria.)

PRIOR WORK HISTORY (List in order, last or present employer first)

Dates (Mo/Yr)
Employer’s Name, Address and Phone Number     Rate of Pay
   Supervisor’s Name          Reason for 









         and Title

 Leaving

From       To    





        Start    Finish           

 

Job Duties/Responsibilities



           Job Title

Dates (Mo/Yr)
Employer’s Name, Address and Phone Number     Rate of Pay
   Supervisor’s Name          Reason for 










         and Title

 Leaving

From       To    





        Start    Finish           

 


Job Duties/Responsibilities



           Job Title

Dates (Mo/Yr)
Employer’s Name, Address and Phone Number     Rate of Pay
   Supervisor’s Name          Reason for 










         and Title

 Leaving

From       To    





        Start    Finish           

 


Job Duties/Responsibilities



           Job Title

May we contact the employers listed above?  Yes     
No    

If not, indicate which one(s) you do not wish to be contacted. ______________________________________
SELF-DESCRIPTION: Please describe your skills, experience, strengths and abilities as they relate to your job choices.  Indicate any special interests, tools you have used, typing speed or any other information that would let us know more about you.  

______________________________________________________________________________________________________________________________________________________________________________

APPLICANT STATEMENT

I CERTIFY THAT THE ANSWERS I HAVE GIVEN IN THIS APPLICATION ARE TRUE AND CORRECT AND THAT I HAVE NOT KNOWINGLY WITHHELD ANY FACTS OR CIRCUMSTANCES.  I UNDERSTAND THAT ALL ANSWERS GIVEN ON MY APPLICATION FOR EMPLOYMENT ARE SUBJECT TO VERIFICATION AND THAT SHOULD I BE EMPLOYED, ANY MISREPRESENTATION OR OMISSION OF FACTS ON THIS APPLICATION MAY BE SUFFICIENT REASON FOR DISMISSAL.


APPLICANT’S SIGNATURE:







DATE:


· FOR OFFICE USE ONLY    -

INTERVIEW DATE:




INTERVIEWER:

ACTION TAKEN:
[     ]  HIRED

[     ]  NOT HIRED          REASON:

DEPARTMENT ASSIGNMENT/LOCATION:
What Shouldn’t the Employer Ask?

Be wary of an employer who asks you to tell your height, weight, skin color, eye color, or hair color.  Unless your age specifically relates to the legal requirements of your job, the employer should also not ask you the year of your birth.  You do not need to mention any disabilities that would have no bearing on your performance of your job.  The only exception to these are equal opportunity employers who receive federal or state or county funding and are required to report on the ethnic backgrounds or disabilities of the persons with whom they have contact.  If so, it is to your advantage to answer these questions honestly.      

Pre-Employment Inquiry Guidelines

ACCEPTABLE




SUBJECT

UNACCEPTABLE

Name





NAME


Maiden name
“Have you ever used another name?” /or/ “Is

any additional information relative to change

of name, use of an assumed name, or nickname 

necessary to enable a check on your work and education

record?  If yes, please explain.”
Place of residence
RESIDENCE

“Do you own or rent your home?” 
Statement that employment is subject

AGE


Age

to verification that the applicant meets

legal age requirements.

“If hired, can you show proof of age?”




Birthdate

“Are you over eighteen years of age?”




Dates of attendance or completion of










elementary or high school

“If under eighteen, can you, after hiring, obtain and



Questions which tend to identify

submit an approved application for work permit?”



applicants over age 40
“Can you, after employment, submit


BIRTHPLACE/

Birthplace of applicant, applicant’s

verification of your legal right to work

CITIZENSHIP

parents, spouse, or other relatives

in the United States?” /or/ statement that







such proof will be required after employment.










“Are you a U.S. citizen?”  /or/ Citizenship










of applicant, applicant’s parents, spouse, or 










other relatives


Requirements that applicant produce    naturalization, or alien card prior to  employment

Languages applicant reads, speaks, or writes.
NATIONAL

Questions as to nationality, lineage, 







ORIGIN


ancestry, national origin, descent, or










parentage of applicant, applicant’s parents,










or spouse










“What is your mother tongue?” /or/










Language commonly used by applicant









How applicant acquired ability to read,










write, or speak a foreign language
Name and address of parent or guardian if 

SEX, MARITAL

Questions which indicate applicant’s sex

applicant is a minor.



STATUS, FAMILY


Statement of company policy regarding work




Questions which indicate applicant’s assignments of employees who are related.




marital status

Number and/or ages of children/dependents

(continued)

ACCEPTABLE




SUBJECT

UNACCEPTABLE







(SEX, MARITAL







STATUS, FAMILY)










Provisions for childcare










Questions regarding pregnancy, child-










bearing or birth control












Name and address of relative, spouse,










or children of adult applicants











“With whom do you reside?” /or/ “Do










you live with your parents?”








RACE, COLOR

Questions as to applicant’s race or color










Questions regarding applicant’s complexion,










or color of skin, eyes, hair

Statement that photograph may be required

PHYSICAL

Questions as to applicant’s height and 

after employment




CONDITION

weight










Require applicant to affix a photograph to










application










Request applicant, at his or her option, to










submit a photograph










Require a photograph after interview but










before employment

Statement by employer that offer may be determined
PHYSICAL

Questions regarding applicant’s general

by applicant passing a job-related examination
CONDITION/

medical condition, state of health, or







HANDICAP

physical illnesses

“Do you have any physical condition or handicap



Questions regarding receipt of Worker’s

which may limit your ability to perform the job




Compensation

applied for?  If yes, what can be done to 

accommodate your limitation?”





“Do you have any physical disabilities or










handicaps?”

Statement by employer of regular days, hours or
RELIGION

Questions regarding applicant’s religion

shifts to be worked










Religious days observed /or/ “Does your










religion prevent you from working 










weekends or holidays?”

“Have you ever been convicted of a felony,

ARREST/

Arrest record /or/ “Have you ever been

misdemeanor, which resulted in imprisonment?”
CONVICTION

arrested?”

(A RECORD must accompany such a question
statement that a conviction will not necessarily

disqualify applicant from the job applied for.)

Statement that bonding is a condition of hire

BONDING

Questions regarding refusal or cancellation










of bonding

Questions regarding relevant skills acquired

MILITARY

General questions regarding military service

during applicant’s U.S. Military service

SERVICE

such as dates, and type of discharge










Questions regarding service in a foreign










military







ECONOMIC

Questions regarding applicant’s current or







STATUS

past assets, liabilities, or credit rating,










including bankruptcy or garnishment

“Please list job-related organizations, clubs,

ORGANIZATIONS/
“List all organizations, clubs, societies and
professional societies, or other associations

ACTIVITIES

lodges to which you belong.”

to which you belong – you may omit those

which indicate your race, religious creed, color,

national origin, ancestry, sex, or age.”
ACCEPTABLE




SUBJECT

UNACCEPTABLE

“By whom were you referred for a position here?
REFERENCES

Questions of applicant’s former employers










or acquaintances, which ask for information

Names of persons willing to provide professional



specifying the applicant’s race, color,

and/or character references for applicant.




religious creed, national origin, ancestry,










physical handicap, medical condition, 










marital status, age, or sex.
Name and address of person to be notified in

EMERGENCY

case of accident or emergency.


NOTIFICATION

Why Employers Must Verify Employment Eligibility of New Employees

The Immigration Reform and Control Act of 1986 is the most comprehensive reform of our immigration laws since 1952.  In recent years, our nation has been increasingly affected by illegal immigration.  This law, passed by Congress through a bipartisan effort, preserves our tradition of legal immigration while closing the back door to illegal entry.  By combining prohibitions against employing illegal entrants (or those people, such as tourists, who legally enter the United States but are not authorized to work while they are here) with increased border enforcement, the law represents a step forward in the effort to secure our nation’s borders.

Employment is often the magnet that attracts people to come to or stay in the United States illegally.  The purpose of this law is to remove the magnet by requiring employers to hire only citizens and others who are authorized to work here.

This law was strongly supported by the American public.  Employers will want to join the effort to protect our heritage of legal immigration and to preserve jobs for those who are legally entitled to them.  This cooperation will make jobs available to American citizens and to others who are authorized to work in our country.  It also can be a means to help people get off welfare and into jobs.  Further, it is a good business practice to verify the identity of workers.

The Form I-9 (eye nine) has been developed for verifying that persons are eligible to work in the United States.  The following instructions will help assess the responsibilities for completing the Form and understanding the law:

1. Employees must fill out their part of the Form I-9 when they start to work;

2. Employers must check documents establishing employees’ identity and eligibility to work (the law allows students to use school identification cards with a photograph to establish identify; however, company policy may not);

3. Employer properly completes the Form;

4. The Form is retained for at least three years by the employer (if a person is employed for more than three years, the employer must retain the Form until one year after that person leaves employment;

5. The employer must present the Form for inspection to an Immigration and Naturalization (INS) or Department of Labor (DOL) officer upon request.

Just One More Thing

Some job application procedures may include aptitude testing, personality tests, tests of your ability to use office or other equipment or machinery, or other tests that may relate to your job.  Before you go to turn in (or even ask for) an application, call ahead to see if you will be asked to stay and take any tests – or even to interview.  If you are applying for a job with the federal, state, or county governments, you may be asked to take Civil Service examinations, which are given only on certain dates, at certain times.  If you suspect that this may be the case, be sure to call long before you need the job.  In any case, be prepared for anything.  For example:

1. Potential employers may legally require the employee to take a drug test prior to employment.

2. Potential employers may not require the employee to submit to a lie detector (or polygraph) test .

In conclusion, getting a job in these economic times may prove difficult for you.  A job application is only one of the steps required to successfully get the job you’re looking for while in high school.  Practice the job application until you get it right and feel comfortable about completing one to your satisfaction.  Don’t be afraid to ask your teacher for help or suggestions.  Good Luck!

Student Name ________________
      School _______________________

                                                                                       Date ___________________

Proficiency #4

Job Application Test

True – False

1.
T   F    An employer should not ask any organizations, clubs, societies or lodges

that you belong to on a job application.

2.
T   F
You do not need to mention any disabilities that would not affect your job.

3.
T   F
“N/A” and “DNA” are both used to represent answers that do not apply to you.
4.
T   F
If you are going to hand print a job application, use blue ink because it  photocopies better than black ink.

5.
T   F
You should make a photocopy of a job application to use as a practice application.

Multiple Choice

6.
An employer may not ask your age unless it applies ____________________.

a. to being a senior citizen

b. to being under 18 years old

c. to working in law enforcement

d.
to working for the federal government
7. When you write “N/A” on an application, it means ______________________.

a. no answer


b. not applicable

c. not available

d.
never associated
8.
An employer may not legally require you to take a _________ test prior to employment.

a. blood

b. drug

c. lie detector

d. AIDS

e. a and b

f. a, b, and c

g. b, c, and d

h.
a, c, and d
9.
An employer may legally require you to take a _________ test prior to employment.

a. blood

b. drug

c. lie detector

d. AIDS


10.
Employees must complete their part of ________________________ when they start to work to prove they can legally work in the United States.

a. the W-4

b. Form I-9

c. the W-2

d.
American Employee’s Act

______  =   ________%










    10

Successful Completion _______________________






                                                              Teacher’s Initials








Date ________________________

Exhibition

Obtain and complete a job application FOR THE BUSINESS WHERE YOU ARE INTERNING.  This application can be typed on a typewriter or word processor. The complete application should be free of misspelling, smudges, mistakes, whiteouts, etc. Show your teacher and put a copy in your portfolio.
Successful Completion _______________________






                                                            Teacher’s Initials








Date ________________________

� EMBED PBrush  ���





TRAINING AND EDUCATION





Name, City, State





        Courses/ Degrees





High School





 College





Other











Graduate?              Yes         No    
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