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Resources for job seekers

Tips on completing an application form
All application forms are different, but here are some key points for completing them successfully

· If you are filling in a paper application form take several photocopies or print out a couple of copies first so you can practice filing it in and judge how much space there is available
· Good presentation is vital, complete the form neatly in black ink or type it if you can

· Check through spelling and grammar (if this is your weak point ask someone else to check it through for you

· Fill in ALL the appropriate sections and read the instructions carefully

· Carefully read all the documentation you have been sent, in particular the job description and person specification

· You can send a copy of your C.V. if you have one but on no account should you simply attach your C.V.  and say “refer to C.V.” – this just makes you seem lazy and not prepared to make an effort

· If you run out of space on the application form, it is usually acceptable to attach additional pages

· Where application forms ask specific questions, answer carefully. - Bear in mind the selection criteria given in the advert and job description/person specification and ask yourself what skills or experience is this question testing.  Answering with a range of specific examples across the application will demonstrate the breadth of your skills and experience. 
· If you don’t have paid work experience think of anything else that you do as voluntary work or in your personal life that could be relevant.

· Emphasise your skills, experience and success but don’t exaggerate – you’ll probably be found out!

· Think carefully about your referees – make sure you ask their permission out of courtesy and also so they can be prepared

· Take a photocopy or print out a copy of your completed application form as this will  help you to prepare if you are called for interview.  Keep copies of all letters, forms and any C.V. that you send or receive.

· Check the deadline for applications and make sure you send or email your application in plenty of time

As the internet plays an ever greater part in our lives, here are some additional tips for making job applications on-line

· As with completing a paper application form give yourself plenty of time, just because it seems straightforward don’t just start typing

· Have a good look at the form first and make sure you know how to navigate round it and which sections to fill in.

· Take care – one wrong click of the cursor and you could send a partly completed application form by mistake!

· It may seem quick and easy but computers can break down, servers and links can crash,  so give yourself plenty of time to complete the form

· Take as much care over the presentation as you would with a paper application

· Don’t use email speak

· Spell –check

· Make sure you read the advert, job description and person specification carefully and reflect the language used in these documents in your application.

