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The Job Application 
 
 
Today you will learn:  How to apply for a job. 
 
The Job Application 
You will be asked to fill out an application form for 

some jobs. The form may not be required for part-

time or temporary jobs. The job application tells an 

employer about you. Filling out a sample job 

application helps you see yourself as you look to an 

employer. Take a filled out sample application form 

with you when you look for a job. This will help 

you fill out other application forms. Not every 

application form will be alike. 
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Get ready for finding a job. 

 

Keep a folder of items you will need to take with 

you. 

 

 
 

The employer will ask you to give names of persons 

who know about your work skills. These persons 

are called references. Never use family members 

and close friends as references! 

 

Good references are teachers, past employers, adult 

friends and community leaders such as your 

preacher. Ask them if you can use them as a 

reference. 
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Job Application Tips 

• Take the application home with you whenever you 

can. This way you can take your time filling it out. 

• Read everything on the form before you start 

writing. Follow all directions. 

• Some applications can be completed online. Be sure 

to go back and check your spelling. 

• Be neat. Print clearly. 

• Use a black ink pen. 

• Be honest. 

• Answer all questions. Write "N/A" in spaces that do 

not apply to you. "N/A" means not available or not 

applicable. 

• If you have a GED (graduate equivalency degree), 

in the high school education space write GED. 

• Make your answers short. 

• Use correct spelling of words. 

 

• Write "Open" on wages desired. This means you 

will talk to the employer about how much the 

job pays during the interview. 

• Include area codes with telephone numbers. If 

you do not have a phone, list a number where an 

employer can leave a message. Ask the person if 

you may list his or her telephone number. 

• Be honest when asked about your health. Tell 

any health problems you may have. 
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Personal Data Sheet 
 
NAME  
 
ADDRESS  
 
TELEPHONE NUMBER  
 
SOCIAL SECURITY NUMBER  
 
EDUCATION 

Schools Attended Dates Attended 
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
 
WORK EXPERIENCE 
Date Employed Name and Address Work Performed 
 of Employer 
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
REFERENCES 
Name Address Telephone Number 
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
 
Jobs: Preparation & Placement (Volume 1), Department of Employment and Training 
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These are some of the instructions you will be ask to follow on a job application. 

 

 

 

 

 
 

 

 

 

 
* Taken from How to Get a Job and Keep It. Goble, Dorothy Y., Streck-Vaughn Company, 1985. 
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Read the application form on the next page. 

 

1. What do you think the person should change on the form? 

 

 

2. Would you hire this person? ________________  Why? 

  

  

  

 

3. Now look at your application form. Would you hire yourself? ____________ 

 Why? 

  

  

  

 

4. Use the extra application forms to practice your new skill of filling out application forms. 
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Job Résumé 

 

Getting a job is sometimes harder than 

showing up at the right time and filling out 

an application. 

 

 

Jobs that pay more money and give you 

benefits, usually want you to send in a résumé. 

Often even regular jobs ask for one. 

 

 

Ré-su-mé   (Ré-su-may) 

 

 

A résumé is like an application without the 

questions. It is an ad about you! 

 
 

It is the first thing the company sees about you. If it isn’t any good, it could be the last thing. 

 
 

Definitions 
 
Benefits insurance, sick leave, paid 

vacations, retirement 
 
Résumé a sheet listing work history, 

education and training 
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Remember: 

When you apply in person, they can see 

your face. 

 

 

 

You need to look your best! 

 

 

When they get your résumé, all they see is a 

piece of paper. 

 

Résumé 

 

 

 

  

 

It needs to look its best! 

 

 

You have a chance to make yourself look good.  

 

Or you can miss the chance of getting a good job.  



Oklahoma Cooperative Extension Service, Oklahoma State University _____________________16 

 

When you write a résumé, think about these things. 

 

• What did I do on my jobs before? 

 

• What do I do well? 

 

• How can I say this in a way that sounds good on a résumé? 

 

• Use “action” words. Here is a list of words often used in résumés. 

 

Achieved 

Acted 

Arranged 

Assembled 

Built 

Collected 

Collected 

Completed 

Conducted 

Contributed 

Created 

Directed 

Established 

Guided 

Improved 

Increased 

Led 

Operated 

Planned 

Prepared 

Produced 

Provided 

Repaired 

Saved 

Solved 

Taught 

Trained 

Worked 

 

• Can I type my résumé or have someone type it for me? 

 

• Did I make sure no words were spelled wrong? 

 

• Is my résumé clean, not bent or folded? 



Oklahoma Cooperative Extension Service, Oklahoma State University _____________________17 

 

Use the items from your personal data sheets on page 5 and the last pages in this lesson to help 

with your résumé. 
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Sample Résumé 

 

 
George Bennett 
111 La La Street 
Anytown, USA 11111 
222-333-4444 
 
 
Education: 
 
2004-2006 Next Step Vo-Tech Welding 
2001-2004 Anytown Public School Diploma 
 
 
 
Experience: 
 
2006-Present Good Weld, Inc., Cincinnati, OH 
 Welder/Trainer 
 Train and supervise all apprentice welders. Maintain good customer 

relations, accept customer orders, and manage production. 
 
2004-2006 Do-Stop Convenience Store, City, TX 
 Assistant Manager 
 Recorded orders and purchased merchandise. Hired and fired staff. 

Revised store procedures. Built strong customer base by offering good 
service in a friendly environment. 

 
 
 
References: 
 Furnished on request. 
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Résumé Blank Form 

 

 
Your Name 
Address 
City, State Zip 
Telephone Number 
 
 
Education: 
 
Enter Dates for Each Enter Schools Attended 
 
 
 
 
 
 
Experience: 
 
Enter Dates for Each Enter Name and Address for each Employer 
 Job Title for Each 
 Describe Job 
 
 
 
 
 
 
 
 
 
References: 
 Furnished on request. 

 



Oklahoma Cooperative Extension Service, Oklahoma State University _____________________20 

A letter of application goes with your résumé. 

 

Sample Letter 
 

 
Your name 
Address 
City, State Zip 
 
 
Current Date 
 
 
(Person’s name if possible - could put you ahead of others) 
Company’s name 
Address 
City, State Zip 
 
 
This letter is in response to your ad of Sunday, November 6, in the 
State Newspaper. I feel I have many of the qualifications you are 
seeking. I am enclosing my résumé listing my work history. 
 
I would like to meet with you to discuss the job and how we could 
work together. 
 
Sincerely, 
 
 
Your name 
 

 

 
 

Definition 
 
Qualifications the things needed 

for doing the job 
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Write a letter of application. 
 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
 
_____________________________ 
 
 
_____________________________ 
 
_____________________________ 
 
_____________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
_____________________________ 
 
 
_____________________________ 



Oklahoma Cooperative Extension Service, Oklahoma State University _____________________ 22 

Job References 
Worksheet 

 
 
List below persons who will give information about you and your ability to do a job. 
 
1. Full Name Title  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Work Phone (        )  
 
 
2. Full Name Title  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Work Phone (        )  
 
 
3. Full Name Title  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Work Phone (        )  
 
 
4. Full Name Title  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Work Phone (        )  
 
 
5. Full Name Title  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Work Phone (        )  
 
 
6. Full Name Title  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Work Phone (        )  
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Work History 
Worksheet 

 
Starting with your present or most recent job, list your work experiences. 
 
 
1. Employer  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Dates (From) (To)  
 
 Salary Duties of the Job  
 
   
 
 Reason for Leaving  
 
 
2. Employer  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Dates (From) (To)  
 
 Salary Duties of the Job  
 
   
 
 Reason for Leaving  
 
 
3. Employer  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Dates (From) (To)  
 
 Salary Duties of the Job  
 
   
 
 Reason for Leaving  
 
 
 
 
 
 
 

(continued) 
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4. Employer  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Dates (From) (To)  
 
 Salary Duties of the Job  
 
   
 
 Reason for Leaving  
 
 
5. Employer  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Dates (From) (To)  
 
 Salary Duties of the Job  
 
   
 
 Reason for Leaving  
 
 
6. Employer  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Dates (From) (To)  
 
 Salary Duties of the Job  
 
   
 
 Reason for Leaving  
 
 
7. Employer  
 
 Address  
 Street City State Zip 
 
 Phone (        ) Dates (From) (To)  
 
 Salary Duties of the Job  
 
   
 
 Reason for Leaving  
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Education  
Worksheet 

 
 
Note:  If you attended more than one elementary or high school, list the last one. 
 
 
Name of Elementary School  
 
Address  
 Street City State Zip 
 
Number of Years Attended Did You Graduate?  
 
 
 
Name of High School  
 
Address  
 Street City State Zip 
 
Number of Years Attended Did You Graduate?  
 
 
 

Other Schools Attended 
Examples: Vo-Tech 

 Trade 
 Business 
 Correspondence 
 College 
 
 
 
Name of School  
 
Address  
 Street City State Zip 
 
Number of Years Attended Did You Graduate?  
 
 
 
Name of School  
 
Address  
 Street City State Zip 
 
Number of Years Attended Did You Graduate?  
 


