Now Hiring!

A job application can be
your first chance to make
a good impression, so
make sure it's neat, well-

written (no spelling
errors!) and complete.

e Ask for two copies
of the form. (Or, make a
copy later). This way, you
can work up a rough
draft and make sure the
one you turn in is in per-
fect condition.

e Read through the
entire form before you
start filling it out.

e Type the form, if
possible. It's easier to
read and looks more
professional.

e Don't leave any-
thing blank. If a section
does not apply to you
or the job you're seek-
ing, write in N/A
(which stands for “not
applicable”) so that
the employer will
know you didn’t just
skip the question!

* Have a
resume and a list of
other needed infor-
mation (references,
telephone num-
bers, addresses,
dates, etc.) when
calling on poten-
tial employers
just in case you
are asked to fill
out an application on
the spot.

Bring your Social
Security card with
you, along with
your driver’s
license and a list

of contacts
(including all
addresses and
phone numbers).
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Know what you're applying

for. If you're not sure of what
to put down, ask someone in
the company to give you an

idea of what titles the com-

pany uses for the type of job

in which you're interested.
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Unless youre willing to
be available at any
time, don't check them
all. Be realistic about
when you'll be
available for work.
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Again, be realistic. But it's okay
to write down a salary range
(“between $5.50 and $8.25 per
hour”) and save the details for
the interview.
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