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Job Application: Must Do List

· Prepare your ‘master application’ ahead of time

In-Person:
· Dress appropriately.  Be gracious and courteous when asking for an application.  The person you meet could be the hiring manager.

· Be prepared to fill out the application on the spot if asked.  

· Have all your pertinent information with you (including your master application)

· Bring two pens that work – black and blue. Also bring a bottle of ‘white out.’
· Read the entire application before you begin filling it out.

· Be neat!  Use your best printing.  Do not scratch out, cross out or write over.  Use white out or start over if you make a lot of errors.  Don’t fold, tear or smudge the form.

· Fill in ALL of the information.  Don’t leave any blanks.  Put N/A if a question does not apply to you.

· Follow directions.  Ask questions if you don’t understand something.

· Slow down.  Don’t hurry through the form and make mistakes.

· Be specific about the position or positions you are applying for.  Avoid writing ‘anything’ for the position desired.

· Be detailed about your work description.  Don’t assume the employer knows what you did.  Write down the skills, tools, equipment you used plus any accomplishments you consider important.

· Use positive terms.  If your written answer won’t explain something positively, consider writing ‘will explain in interview’ instead.

· Proofread the application before you turn it in; check for spelling or negative sounding answers.

· Be flexible in regard to hours and desired wage, if you can.

· Sign and date your application; sometimes the signing spot is buried at the end.

· Be truthful – never lie!

Sending Applications via Mail or On-line Applications:
· Follow all the general suggestions above in filling out the application.

· If you are completing an application at home, consider typing it or using your computer to complete the application.

· If mailing via U.S. mail, include a cover letter and consider including your resume as well.

· Make sure you have the correct address and contact person.

· For the on-line application it is important to review the job announcement very carefully and include ‘skill words’ from your experience that match the words used in the announcement.  This is important as on-line applications are often screened using ‘key word’ searches - looking for those applications who match the job requirements.

· For on-line application processes, be sure and set up a tracking system for yourself of all submissions.  It is easy to lose track of all the applications you have submitted via web searches.  You don’t want to be surprised by a request to interview for a position and not even know what you applied for!

BUILDING LIST OF SKILLS FOR RESUME

Use this worksheet if you are not switching careers

INSTRUCTIONS:

· On lines 1, 2, 3, etc.,  list your recent titles, positions or jobs.

· On lines a, b, c list the important projects you worked on.

· On lines with (i). explain what you achieved or contributed to the project.  Whenever possible, use numbers to show the size, volume, money, time, effort, extent or the amount.  Use your ‘hard skills’ action words to describe the accomplishments.
1. Job:  _______________________________

a. Project:  __________________________

i. Results:

b. Project:  __________________________

i. Results
c. Project:  __________________________

i. Results
2. Job:  _______________________________

a. Project:  __________________________

i. Results:

b. Project:  __________________________

i. Results
c. Project:  __________________________

i. Results
Use this worksheet if you ARE switching careers

INSTRUCTIONS:  

· On lines, 1, 2, 3, etc.,  list each of the skills needed to do the job you are applying for.  If you are not sure of the necessary skills, look it up at www.dol.gov and click on the Occupational Outlook Handbook which has detailed job descriptions on over 200 occupations.

· On lines a, b, c, etc. give examples where you used a similar skill, somewhere in your past.  If you need a little help remembering look at your resume or Master application or use the memory jogger in the left column below.  Start each sentence with one of your ‘action’ words from your hard skills checklist.
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CHRONOLOGICAL RESUME
Example 1

John Rogers

302 3rd St

Ramapo, NJ 07975

(732) 888-8888

EDUCATION 

United University, Rome, Georgia

9/86-6/90

BA, Biology

WORK EXPERIENCE

ABC Labs, 836 Lee Road, Ramapo, NJ 07097

Medical Data Coordinator  5/93-2001

Supervised data entry operators

Created medical documents' tracking system

Tracked documents

Liaison to departmental investigators

Supervisor: Mrs. Jane Russ; Telephone: (732) 655-5555

TDS Institute, Newark, NJ 09847

Senior Coder 1991-1993

Oversaw clinical projects

Liaison to senior investigators and other staff members

Wrote statistical information

Trained coders

Supervisor: Janey Burke; Telephone: (732) 544-5344

REFERENCES 

Furnished Upon Request
 EXAMPLE 2
John Rogers

302 3rd Street

Ramapo, NJ 07975

JRogers@tmc.com
SUMMARY

Experienced Supervisor with over 10 years experience in medical data coordination. Proficient in design and computerization of tracking systems. Award-winning team player with strong people, and communications skills.  24-hour departmental turnaround on projects.

WORK EXPERIENCE
ABC Labs, Ramapo, NJ    1993-2001

Medical Data Coordinator-

· Supervised and coordinated activities of 20 data entry operators in company' s medical data division.   

· Managed operators' duties data entry operators' duties including entering information into data base, and keeping track of documents. 

· Created computerized medical documents' tracking system, resulting in a departmental efficiency increase of 80%. 

· Oversaw tracking of approximately 8,000-10,000 documents per month.   

· Served as liaison to 9 departmental investigators in charge of supplying documents. 

· Received 10 "Gold Stars" for outstanding service. 

TDS Institute, Newark, NJ  1991-1993 

Senior Coder- 

· Oversaw 5 clinical projects for drug Oxylmylon.

· Served as Liaison to 9 Senior Investigators and 12 other staff members in Investigation Unit. 

· Wrote, updated and corrected statistical information submitted by investigators.  

· Trained 3 coders in operating procedures. 

· Promoted from Coder to Senior Coder in one year.    

EDUCATION 

United University, Rome, Georgia 

BA, Biology.

SKILLS

Word, Excel, Access. PowerPoint, Internet.

FUNCTIONAL RESUME - EXAMPLE
JOSEPHINE TELLER
325 Hillegass Blvd.
Berkeley CA 94705
(510) 123-4567

Objective: Position as a Supermarket Checker or Head Clerk.
SUMMARY OF QUALIFICATIONS
· 15 years experience in the grocery industry as head clerk, checker, and cashier. 

· Excellent reputation with customers as a competent, knowledgeable and helpful professional. 

· Enjoy my work and consistently greet customers with a smile. 

· Honest, reliable, and productive. 

RELEVANT SKILLS & EXPERIENCE
CUSTOMER SERVICE 

· Developed a reputation for excellent customer service by:

· ...acknowledging the customer's presence and making eye contact;
...greeting customers in a friendly manner, and giving them full attention;
...taking time to answer a question or find someone else who could. 

· Served as product expert on sophisticated items, directing customers to:
...exotic spices and ingredients ...ethnic foods ...unusual gourmet items. 

· Increased sales in the higher-profit Natural Foods Department (and increased customer satisfaction) by advising customers on bulk alternatives to name-brand items. 

SUPERVISION 

· As Head Clerk, managed "front end" of the store:
...Prepared daily schedules for staff of up to 18 clerks, to assure maximum check stand coverage at all times;
...Assigned staff to cover peak hours and continuous stocking.

· Trained new clerks. 

ADMINISTRATIVE 

· Balanced checker's cash drawer with consistently high level of accuracy. 

· As Office Cashier for one year:
...accurately balanced books and balanced deposits
...answered phones ...prepared daily sales report ...made deposits
...processed returned checks ...prepared monthly sales report for HQ. 
EMPLOYMENT HISTORY
1994 - present 
Retail Clerk, journeyman CO-OP SUPERMARKET, Berkeley, CA

1993 


Buyer's Assistant 

LILLY Department store, Oakland, CA

1989-93 

Manager's Assistant 
WALLACE Clothing Store, Spokane, WA

EDUCATION 

Business Classes, 1989 - SPOKANE COMMUNITY COLLEGE

COMBINATION RESUME 
[In the case of Rose Tinder (in the sample resume below), she does many things including job development, counseling and teaching. But ,in this particular situation, she wants a job development supervisor's position. So, she stresses the skills needed for that position, and adds her chronological work history.] 
Rose Tinder

85 Lincoln Road

Pittsburgh, PA 03671

(888) 555-0636- Business

888) 999-9999-Residence

RoseT@Run.com
MAJOR SKILLS:

JOB DEVELOPMENT

· Supervised job development team for North Corridor Manpower Center.  Oversaw job development needs and placement of 300 trainees into secretarial, entry-level computer, and clerical positions. Placed clients at rate of 95%. Designed and led videotaped sessions on resume writing, job search, and interviewing

· Ran job clubs for North Corridor Manpower Center's social service aides. 100% of participants received jobs. Wrote bi-weekly job search newsletter, resulting in 60% of clients placed.

· Developed jobs for clients at South Corridor Manpower Center.  Placed 85% of participants in positions as computer repair specialists.  

COUNSELING

· Provided personal counseling to 70 adults at South Corridor Manpower Center. 

· Designed Program to increase students' awareness of academic and career issues. 

· Instituted weekly "rap" sessions for clients. Developed and implemented "Resource Network System" for counselors and other staff to maintain referral lists of agencies and other resources for clients

WORK HISTORY: 

North Corridor Manpower Center, Pittsburgh, PA


1999- 2001
Supervisor, Job Development 

South Corridor Manpower Center, Pittsburgh, PA


1995-1999
Job Developer/Counselor
EDUCATION: 
Indiana State University, Terre Haute, Indiana


1993-1995 
MA in Counseling 

Cambridge College, Pittsburgh, PA




1989-1993
BA, Sociology 

HONORS AND AWARDS:

"Administrator of the Year", North Corridor Manpower Center, 1998.

"Community Outreach Award", Hill Community Center, 1995

SKILLS:
Word, Excel, Access, Powerpoint
 RESUME CHECKLIST
A resume lets the employer know who you are, how you can be contacted, the position you want, and your experience, education, skills and abilities.  There are several different types of and layouts of resumes, but all should include the following:
a. Objective; target your objective to match the job you are applying for
b. Target: This should be the position you are applying for
c. Length:  Keep it short and simple (KISS).  Limit to one page for an entry level position.
d. Paper:  Use standard size paper of good quality.  Preferably white.  Black ink.  Be sure reproduction is of high quality.  Photocopies should not be faded, streaked, or scratched out.
e. Mechanics:  Information should be presented in short, easy to read paragraphs.  Use bullet points over lengthy paragraphs.  Make sure your spelling, grammar and punctuation is correct.  Eliminate unnecessary words or phrases.
f. Margins:  Balanced, centered from top and bottom, as well as left to right.
g. Font:  Simple and easy to read.
h. Order of information:  List most important sections first; prime space is top one-third of page.
i. It’s not about “me”:  Omit personal pronouns and write in concise style.  Examples:  assisted coach, answered phones, accurately type 50 wpm
j. Review:  Proofread your resume and then have someone check it over before submitting it to an employer
k. Action words:  Use your developed list of soft skills and hard skill words in describing your background, experience and qualifications
COVER LETTER CHECKLIST

Always accompany your resume with a cover letter.  A good cover letter draws attention to you and can separate you from the competition.

TIPS

· Write your cover letter to fit a specific employer

· If at all possible, address the letter to a specific person and double check the spelling of his or her name.

· State your skills and abilities as they apply to a particular job.  (Use your hard skills and soft skills checklists for action words)

· A well-researched cover letter enables you to demonstrate your knowledge about the company you are writing to.

· The more you know about the requirements of the job being offered, the better the impression your letter will make.

· Express your interest in both the job and the company.

· It is particularly important that your letter states how you will follow through in applying for this job.

· Be brief.  Remember, your goal is to get an interview.

· Most importantly – SELL YOURSELF.

FORMAT

First paragraph:  Tell why you are writing, name the position, or field you are applying for; tell how you heard of the opening.  You want to get the employer’s attention and arouse their interest.  Display knowledge of the company.

Second paragraph:  Mention a few qualifications you think would be of greatest interest to the employer; tell why you are particularly interested in the company, location, type of work; be sure to indicate any related experience, education or specialized training that might increase your employability.

Third paragraph:  Close by making a specific request for an interview; give an approximately time period in which you will re-contact the company to further discuss employment possibilities; refer reader to your resume.

Fourth paragraph:  Thank the employer for their time and consideration.  Tell them you look forward to talking to them in the future.

COVER LETTER FORMAT-TEMPLATE
Your name
Mailing address
City, state, and zip
Telephone number(s)
Email address

Today’s date


Your addressee’s name
Professional title
Organization name
Mailing address
City, state and zip


Dear Mr. (or Ms.) last name,

Start your letter with a grabber—a statement that establishes a connection with your reader, a probing question, or a quotable quote. Briefly say what job you are applying for.

The mid-section of your letter should be one or two short paragraphs that make relevant points about your qualifications. You should not summarize your resume! You may incorporate a column or bullet point format here.

Your last paragraph should initiate action by explaining what you will do next (e.g., call the employer) or instigate the reader to contact you to set up an interview. Close by saying “thank you.”

Sincerely yours, 

Your handwritten signature 

Your name (typed)

Enclosure: resume

COVER LETTER RESPONSE TO NEWSPAPER ADVERTISEMENT

BRENDA J. WILSON

1703 Walnut Grove Avenue
Philadelphia, Penn. 19107
Office/Voicemail: 
(215) 555-7983, ext. 2856
Residence/Message:
(215) 555-0911
August 12, 2006 

Metropolitan Children's Hospital
P. O. Box 411067
Philadelphia, Penn. 19002 

Attn: Robin Boyd, Human Resources
Re: Director for Patient Financial Services
Dear Mrs. Boyd: 
I was very interested to see your advertisement for a Director of Patient Financial Services in the Philadelphia Inquirer (8-11-06). I have been seeking just such an opportunity as this, and I think my background and your requirements may be a good match. My resume is enclosed for your review. 

Of particular note for you and the members of your team as you consider this management placement are my strong accomplishments in reducing outstandings and reorganizing accounting and collections functions to achieve improved operating efficiency internally and improved cashflow for the institution as a whole. 

Consider the following: 

· Reduced A/R days from 110 to 60.4. 

· Reduced staff by 6.5 FTEs with concurrent increase in total departmental performance. 

· Reduced patient complaints with simultaneous increase in A/R collected. 

· Improved cashflow by $1.6 million per month. 

Additionally, my contributions have been mainly achieved by improving information flow within the patient financial services function, improving patient financial services utilization of already available MIS services, and improving cooperation between patient services and admissions, UR, contracting, and medical records functions. 

After fifteen years in patient accounting, I have a thorough understanding of every aspect of this function in a modern hospital/medical center setting. My current employer is very happy with my performance, but I view myself as somewhat of a troubleshooter, and most of the reorganizations initiated here have already come to fruition, so I am eager to consider new challenges. 

If you are seeking a manager who stays abreast of her field, who understands technology, who earns 100% staff support, and who is as career-committed as it takes to achieve total success, then please consider what I have to offer. I would be happy to have a preliminary discussion with you or members of your committee to see if we can establish a mutual interest. I will call you within the week to answer any initial questions you may have, and to hear about your hiring process. 

Thank you for your attention to these materials. I certainly look forward to exploring this further.

Yours truly, 

Brenda J. Wilson 

Enclosure 

COVER LETTER TO PERSON YOU DON’T KNOW
Kimberly Lee
444 Beach Street, #7
West Lakeland Park, AZ 12345
123-555-1234
klee@bamboo.com

May 13, 2006

Mr. Frank Randall, Partner
Randall, Jerneys and Calpert Inc.
101 Stratford Drive
Tempe, AZ 12345

Dear Mr. Randall,

There’s a reason why:

• Friends hand me the dinner bill to divvy up
• My checkbook always balances at the end of each month
• My three kids are never late for events
• Community groups look to me to organize events

I’m a “detail person” — the kind of person you need as your administrative assistant.

For the last five years, I’ve handled all the scheduling, finances, and logistics for my family of five. It’s time for me to get back into the corporate work force and put my organizational talents to use there.

I’ll contact you in the next few days to see if you or one of your associates needs an assistant.

Thank you!


Kimberly Lee

Enclosure: resume

COVER LETTER REFERRAL FROM MUTUAL ACQUAINTANCE
	Eric Stadler
123 Tucker Road
Paterson, WI 12345
123-555-1234

March 27, 2006

Mr. Robert Morris
Morris Construction.
123 Harbor Road
Paterson, WI 12345


Dear Mr. Morris, 

John Lovell advised me of a foreman position that’s available at your company. From my enclosed resume, you will find that my experience meets the requirements you’ve outlined for the position. 

As the former manager of a small business, I appreciate the importance of a following that comes from the recommendations of satisfied clients. I am considered a diplomatic manager, which enables me to get along well with clients, supervisors, and crew. My ability to maintain high morale among workers increases retention and contributes to safety, a crucial factor in the success of construction work. 

On Monday, I’ll call you to see when we can meet for an interview. 

Sincerely,


Eric Stadler

Enclosure: resume
	


















































1.	Skill:   __________________





Example:  _____________________________





Example:  _____________________________





Example:  _____________________________





2.	Skill:  _____________________





	a.  Example:  _____________________________





	b.  Example:  _____________________________





	c.  Example:  _____________________________





	































































































Memory Jogger


Where Have I used a similar skill?


In a current or former job


In a part-time, weekend or summer job


In volunteer, charitable work


In casual labor


As part of a group or team


In a hobby, talent or recreational activity


In a family project


In a school course, project or assignment


In a work project, assignment or responsibility


When solving a problem


When working with money


When working with people


When working with tools or machinery


When working with ideas


When living or working in a different place


In something you created, designed or built


In something you managed, led or improved


In something you operated or repaired


In something you accomplished


In something you failed to accomplish


















































