
                     Application Information





This information is often requested on job applications. Complete this information ahead of time, to use as a reference. 





Type of Position Desired ______________________________


Date available to begin work ___________________________


___Full-time     	         ___Part-time     	 ___Temporary





Social Security Number _______________________________





EDUCATION HISTORY





_____________________		______________________


School				School





__________________	__________________


Address				Address





_________________		__________________


Course of Study or Subject 	Course of Study or Subject





____________________	__________________


Dates Attended			Dates Attended 





____________________	__________________


                      Courses Taken Related to Job Skills		





____________________	__________________


School Activities	                      	School Activities	





____________________	__________________                


School Activities (cont.)		School Activities (cont.)


 (Examples: clubs, offices, sports, etc.)





WORK EXPERIENCE





_____________________________	_____________________	


Name of Employer		Name of Employer





____________________	__________________


Address				Address





____________________	__________________


Position				Position





Employed from___to___		Employed from___to___





_____________________		______________________


Duties/Responsibilities		Duties/Responsibilities





__________________		__________________


Duties/Responsibilities (cont.)	Duties/Responsibilities (cont.)





__________________	__________________


     Special Skills and/or Experience Operating Equipment




















REFERENCES (Be sure to get permission from two people not related to you, whom you have known at least one year.)





__________________________________________________


Name


__________________________________________


Address						ZIP


__________________________________________


Area Code and Telephone Number





__________________________________________________


Name 


__________________________________________


Address						ZIP


__________________________________________


Area Code and Telephone Number








Suggested Hints





Read application before you begin to write. Each application is different.


Use a fine-line, felt-tip, black pen.


Print every word.


Write neatly.


When a question does not apply, print “N/A” (not applicable).


Answer Salary Desired as “Open” or “Negotiable.”


Check your spelling.





What Employers Want: 


  Basic Skills Needed in the Workplace


List activities and job-related experiences that you have accomplished in and out of school.





Reading and Computation


Communication Skills


Writing Skills


Computer Skills


Interpersonal Skills


Leadership/Teamwork


Creative Thinking/Problem Solving





Notes/Questions to Ask
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