HOW TO FILL OUT JOB APPLICATIONS [image: image1.wmf]
REMEMBER: THE APPLICATION IS YOUR "TICKET TO THE INTERVIEW"

Teacher:  Angela Bracey Manson

   Name:                                                                            Date:  

SOL(s):  English/Research 10.11  The student will collect, evaluate, organize, and present information.  

                                                       (f) use technology to access information, organize ideas, and develop writing. 

               English/Analysis  11.4    The student will read and analyze a variety of informational materials.  

                                                       (b) read and follow directions to complete an application for employment. 

Click on the blue links to help you “Hunt” in “CyberSpace”.  Fill in the blanks 

with the correct answer,  finish the chart, and  place an “X” in the correct box.

Review the information on  "Filling Out Job Applications" and answer the questions provided.

1.    ____________ the directions before you write.

2.   You should take your own pencil to write with.   FORMCHECKBOX 
 True or  FORMCHECKBOX 
 False 

3.  List at least two pieces of the information you might need to take with you.

(a)_________________________________________________________

(b)_________________________________________________________                              

Fill in the abbreviation to the corresponding meaning in the table.   
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	Meaning of Abbreviations
	Abbreviation of terms


	Social Security Number
	

	Telephone Number
	

	Year
	

	Month
	

	Experience
	

	Education
	

	Number
	


Answer the questions by selecting the appropriate box.  

5.  The first impression your potential employer will have of you;

       FORMCHECKBOX 
  Your Smile       FORMCHECKBOX 
  The Job Application      FORMCHECKBOX 
  Your Good Looks

6.  When you fill out an application you should use;

       FORMCHECKBOX 
  Blue or Black Ink Pen       FORMCHECKBOX 
  Yellow or Blue Highlighter      FORMCHECKBOX 
 Red Ink Pen or Pencil  

7.  If the information on the application does not apply to you, you should write;

      FORMCHECKBOX 
  None Of Your Business      FORMCHECKBOX 
  I Don’t Know       FORMCHECKBOX 
  N/A (not applicable)

8.  Make sure all of the information you provide on the application is;

      FORMCHECKBOX 
  Accurate      FORMCHECKBOX 
  Not The Truth      FORMCHECKBOX 
  Talks About Somebody Else    
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