Master Application Worksheet

Name: _________________________________

This Master Application asks for much of the same information as any application.  You can take this completed form with you as a ready reference when you complete applications for actual job openings.  Keep these hints in mind:

· Buy and “erasable ink” pen to use in completing applications.

· Follow directions and be neat.  Each application you complete is the first sample of your work that employers will see.

· Be as specific as possible in identifying the “position desired.”

· Write in “scale” where you are asked for “salary desired.”  This means that you expect to be paid what other workers in similar positions earn.  You can discuss the specifics of the compensation package later.

· Do write in every space provided.  Use each blank as an opportunity to describe an interesting, enthusiastic worker – you!

Avoid these common mistakes on job applications:

· Misspelled words

· “Crossed-out” writing

· Folded or wrinkled form

· Incomplete or unanswered items

· Failure to print

· Incomplete work history

· Submitted after the deadline

· No signature

