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Universal Parts of Job Applications

m Personal Information
~IName, address, citizenship
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Universal Parts of Job Applications

Work History

Where you have worked before, what your job skills are
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Universal Parts of Job Applications

Education

“All education should be listed, including one time workshops and technical schools, even if
not completed
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rsal Parts of Job Applications

Criminal History Section
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Universal Parts of Job Applications

Signature section

‘Typically includes statement and signature
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Send me a private chat

Tell me 2 universal componenets of job applications




BRAIN BREAK'!
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http://www.youtube.com/watch?v=hD8Tg9oc9VM

| WANT STAR WARS TICKETS!

If you would like to be placed in Metoyer’s Star Wars lotto, ask for Star Wars tickets in the chat.





http://www.youtube.com/watch?v=OAlWWsGp-bQ

Additional Information Needed

Insert the title of your subtitle ere
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Pre-Employment Screenings

Skills Tests Behavioral Tests Cognitive Tests




Online Applications

e Generally based on paper applications
e Complete all areas, leave no blanks
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Tips for Completing Job
Applications

m Be honest in your answers

m Come prepared — bring ball point pens (blue or
black), and your “cheat sheet’

m Be neat and legible

m Apply for a specific position, even if its not
currently open

m Leave no blanks — write N/A for “not applicable”
m Use complete sentences
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do applications get into the
pile?

m Applicant doesn'’t follow instructions
m Misspelled words

m Crossed out writing or can’t be read
m Wrinkled or messy application form
m |Incomplete or blank information

m Use of words such as quit or fired

m Application not signed

m Salary requirements not realistic




In the chat...

Post one way to get your application into the “no” pile.
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Tricky Application Areas

m Health and Ability
CLegal vs. illegal
C1Legal: “Can you lift 50 Ibs. from the ground?”
Clllegal: “Do you have a disability?”

C1Previous workers compensation questions are
legal




"
Tricky Application Areas

m Work History

CIList all jobs, even part time ones, so that gaps
are filled

1List self employment between full time jobs, if
applicable

1Volunteer positions in between full time jobs




Tricky Application Areas

= Why did you leave your last job?
1 Plant closed or relocation
1 Moved
1 Seasonal work ended
1 Company downsized or reorganized
1 Corporate merger
1 Lack of work/lay off

m Avoid the word “fired,” if applicable, use
“terminated” or “irreconcilable differences”




Tricky Application Areas

m References
1 Use no more than three references
1 Best, most recent, should be first

1 best references are a previous supervisor if possible,
then co-worker, then friend or personal

1 Ask the person’s permission to use as reference

—1 Don't list anyone you're not completely sure will give
a good reference

1 Provide detailed contact information about reference




Ticket Out for Today

1.  Download the Job Application worksheet from Metoyer’s website.
2. Complete the job application.
3. Upload the job application to Metoyer’s website.







