
 

Tips/suggestions for filling out applications: 
Filling out an application is one of the first steps in getting a job.  Employers use applications to screen 

candidates and to see who has the skills they need for a particular job.  Job seekers use applications as a 

tool to tell employers that they have what it takes, so it is important to take care when filling out 

applications.  It is up to you to tell an employer if you have the qualifications they need to get the job 

done.  If you don’t, they will keep looking until they find the person who does. 

 

 Follow directions!  Answer all required questions [usually marked with an asterisk (*)].  If these 

areas are not completed, you will not be able to proceed to the next section of an online 

application.   

• Fill each section out completely.  Do not use “see resume”. 

• Make the application look good.  If handwriting, write neatly and legibly.  If an employer cannot 

read what you are trying to tell them, how will they know why they should hire you?  

• Stay away from using abbreviations, emoticons and texting shortcuts such as LOL,, GR8 or B4.   

• Use proper grammar, spelling, and punctuation. 

• Be aware of time limits.  Some online applications only give you a certain amount of time to 

complete each section.  This means you need to have important information ready before even 

starting your application such as your social security and driver’s license numbers; dates, names 

and addresses of previous employers and schools; and contact information for references. 

• No previous work experience to list on the application?  Use experiences from school, 

volunteering, or other activities as examples of your skills.  Did you lead a team or help with a 

group project at school?  Are you friendly and outgoing?  Were you able to solve a problem that 

no one else could?  These are valuable experiences and qualities that you can use to help get 

that new job and listing them will look better on an application than writing “none” or leaving 

sections blank. 

 Use care on social media sites like Facebook, Instagram, Twitter and LinkedIn.  Some employers 

will search for you online to see how you present yourself to the world. 

• Have a professional email address for job search.  Again, this is the first time an employer will 
have contact with you – do you really want to be known as crazycatgirl@_____.com? 

 

 


