Marketing Class Starter—Job Applications

Name: Hour: Date:

Go to the website http://www.docstoc.com/docs/3615990/The-Rules-for-Filling-Out-Job-Applications-
ALWAYS-print-or to research basic rules of filling out an application form when applying for a job.

Answer the following questions:

1. Why should one ALWAYS print or type their application form?

2. Why is it necessary to use blue/black ink ONLY when filling out an application form?

3. What word is written for salary? WHY?

4. |If there is a question that does not pertain to the applicant what should be done with that
qguestion blank? WHY?

5. Have you ever filled out a job application for a job? YES NO



http://www.docstoc.com/docs/3615990/The-Rules-for-Filling-Out-Job-Applications-ALWAYS-
print-or

The Rules for Filling Out Job Applications!

ALWAYS print ar type an the tvpewriter, Reason, o e eirplover gat real il

2 ALWAYS wse blue or bisck ink. Reason. 6o book professional and if you would wse pencil
someze coald chaege your infonmation.

3. Where it asks far whm salary you desire.. wrile NEGOTIABLE. Reazom. . vou dan’t wais
o sound toa greedy aed ask for foo much, but an the oiher hamd you don’t waet 1o write
dovwn an airnil e wouhl cheal yaou ol o a decenl salary.

4. Where i= saks for a dste vou sould stan warking. . be specifie, Wrie o CAprl 12, 6T
Reasan.. i you write ASAP they could hire you an the spot and demund that vou begin
woeking. [f vou have ather plans for the day ar have another job amd can't begin
imimediniely, ihey might iell you thai they adll find someone else.

5 [Dibsere 14 & question which doesst T apply 10 you deaw s dhoet sisghi lige {aboul an och o
raa) inthe spece provided. Dow't write NFA, Resson, . the lise will iell the poential
emplover that ves you read the question bue no it did not apply o vou. Reasoe 2. dan’t
write NFA because at times this cae become slopay and it doesn’t leok professiceal .

6. Far sldresees ar locabioes. . anless they ask for the siveet aldress oely give them city and
adale, Fepeom. . Dhe lnes aog 100 ot O Woile everything o sl o will g dappy.

7. Far posivion applying for, owrite @ speeifie posicies. Reason. i you write chows that yau are
willing to do amy pasitice you may get ioilet duty ar garbage duey ar all the grues work that
you dlem'e want 1 da.. .o be specific.

B Previois Wook History
A Drates. . when of askd Coe dale just use Uie doathivear thal yoi began ad ended a

speeific jab,
B. Onder af Tohs._list your mast recent ar currees joh frse ond wark your way backwands.
C. Supervizar.. list a first aed la= nupe. Sametimes companies bave more than cee Brian
ar Jow s supervison
[ Teleptaome number. . alwayd mcude the arca code

%, Referencs
A DONT USE FAMILY OR FRIENDS.

B, Good references 1o use are previous employess, eachers, administmars, guidance
souisekors, . anyone who cothd sealy w0 vour wark habats, chacacter, and behavion,
. Try o weeidd Friends of the family,

I3, MUSRT ask comeose if they will be o GOOT refersncs for yvou befare vou liss them os an
applicatiom. Amyane con be o refesence Far you but you wani them o be o GO0
reference far you. [Fyouw just ask chem i be a reference they have the appartusity i el
a poteetial smployer usercouraging tngs about vou aed you ray nod get the job, Make
are your referenoss will be GO for o,

10, Camplets every question an the applicacion irathfally and sign and daee i an i exd,




