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In a tough job market, people invest a lot of time and effort to create a quality resume. But many companies also request that a candidate complete a job application and submit it along with a resume. This helps them compare applicants by reviewing "apples to apples" information. It's important to spend
time perfecting a job application before you hit the "submit" button. Here are some facts to guide you through the job application process. Spelling and grammar count on a job application as much as they do on a resume. Do not type your information directly into a job site's application. Create the
document in Microsoft Word or another program that has spell check, so you can check for errors. Once you are sure the spelling and grammar are correct, you can do a simple cut and paste and place the information into the job application. Review the job ad for keywords and then use those keywords in
your application. For instance, if you see an ad on a job board for a learning center director, and the description states that the candidate will be "planning and developing programs for students and staff," make sure you use keywords like "planning programs" in the application. A job application is another
chance to sell your skills, so make sure you list the qualifications that relate to the job for which you are applying. Insert phrases that show hiring managers and recruiters you are a positive, can-do person. State things like, "I can add value to your organization" or, "based on my education and experience,
I can help to solve your company's problems." Make sure your job application shows you would be an outstanding asset to an organization, because you are a motivated, positive person. In the spaces provided for Work Experience and Education, start with your most recent job and your most recent
educational institution and move backward. Answer all questions fully with accurate dates, names, addresses and other pertinent information. Some job applications ask you to list other skills and certifications that you have that will help you do the job. List these chronologically as well. If you have a
Microsoft or A+ Certification, or if you are proficient at Adobe Creative Suite, list that information in the "Other Skills" section of the job application. Make sure your job application includes three solid professional references, such as former professors or colleagues. Use professional email addresses as
opposed to personal email addresses wherever you can. If you’re making plans to hire new people in the near future, you have the option of creating a job application for applicants to fill out in addition to accepting resumes. The job application is a simple form that could make the hiring process simpler
and quicker for you to navigate, but it also comes with downsides. One disadvantage of using a job application to screen applicants is that you might make quick judgments about applicants based on this form. For instance, you could end up passing on a qualified worker just because their handwriting is
a little messy. Or you might toss away applications that show just one irrelevant job without giving the candidate a chance to explain their experience. If you start off your hiring procedure based on the application alone, you could miss out on viable employees. Another disadvantage of asking applicants to
fill out job applications is that you have another layer of paperwork to sort through during the hiring process. In addition to looking at resumes, calling candidates and scheduling interviews, you must also review and file these applications. In some cases, checking job applications in addition to resumes is
an unnecessary step and too time-consuming for a busy hiring manager. Another benefit of an application is that it allows you to perform a background check on potential applicants in advance of calling them for more information. At the top of the application you can request name, address, phone
number, references and even a Social Security number in some cases. If the applicant consents with a signature, you can then perform screening checks (like a credit or employment check) before inviting him in for an interview. Make sure you read your state employment law for any rules about the
information you can request for and about an applicant. One advantage of requiring a job application is that it allows you to get a full, “at-a-glance” view of the applicant in the exact format that you need. For instance, if you’re more concerned with an applicant’s past employment over all other details, you
can prioritize that at the top of the form and allow more space for listing the details. You also can ask specific questions on the job application as a way of initiating a pre-interview session. If you like the answers, you can then invite the person in for the final interview. All employees and applicants have the
right to keep their personal information private. Even the most benign actions can be seen as a breach of privacy and can cause your business to be the subject of an expensive lawsuit. Avoid listing all employee's cell phone numbers in a central database, stay away from email when talking about
sensitive subjects, and never keep medical information about employees in an open file. While sharing all of these items isn't specifically prohibited, smart employers take no chances and keep all personal details locked away with access limited to those in need. Most people will have to fill out a job
application form at some point in their lives. Job applications are used by the majority of companies and for all types of profession levels. Top professionals who go through the hiring process are required to fill out these types of forms at some point--even if it’s after the company has already made the
decision to hire them. If you are just entering the workforce or haven’t searched for a new job in years, be aware of the many types of information you’ll need to complete a job application form. Every job application has an area for your personal information. This information includes your full legal name,
address, contact information and Social Security number. If you’ve just moved to a new city or location, be sure to have your new address and phone number with you when filling out the job application. Most job applications will have a section for your education history. The actual job application may
require for you to write down the highest degree or diploma obtained, or it may require that you write down every school you ever attended. Besides the actual school names, you’ll need to know the school’s address, city and state. You may also be asked to write down your grade point average, degrees
earned and majors or subjects learned. Many job applications also feature a skills set section. This type of section allows you to highlight special skills or earned certifications that can give you an edge over other applicants. For example, if you are fluent in a foreign language or have earned some sort of
contractor license, write this information down in this section. The work history section is one of the most important parts of the job application, and many people make several common mistakes in it, according to Job Application and Interview Advice. In order to avoid making a bad impression on a
potential employer with misspellings or scratched-out mistakes, always make a photocopy of the application before you begin filling it out. That way, you'll have an extra one on hand in case you write down incorrect information or simply put information in the wrong box. Your employment history tells a
company where you’ve worked, what positions you’ve held and how long you were in each position. It also highlights if you’ve received promotions and pay raises in your previous positions. Be sure to have the correct employment dates, your past employer’s physical addresses and phone numbers, and
your previous manager’s full names with you when filling out a job application. Many job applications have references sections. These sections typically have between two and five spaces for you to write down your professional references. Professional references are people with whom you’ve worked in
the past and who the prospective employer can contact to vouch for your work ethic and history. Before writing down a past co-worker’s name, contact him to make sure that he agrees to give you a reference. Don't write down your best friend's or mother's names as your references, unless you've worked
with them. Employers use job applications as the first step in determining which potential new employees are a fit for a position and learning about them to decide who to interview. While every application is somewhat different, there are some basic items that you should have prepared in advance
whenever you expect to fill out an application on the spot. The first section of a job application will usually ask for your contact information, including your name, address, phone number and email address. If you've recently moved or changed phones, bring your information with you so you don't risk
drawing a blank or writing incorrect information on the application. If you plan to move soon, list your current information. You can always update it when you fill out paperwork upon being hired. You'll also need to list your recent employment history on your application. If you have a résumé you can bring
along a copy to submit or transfer the information onto the application. Most applications will only ask for a few recent positions, but they will also have space for the name and contact information for your supervisor. Gather this information, along with your formal job titles and a basic list of duties. Many
applications will ask for your desired salary. What you actually desire and what you can reasonably expect may be two different things. Note a salary that you think is fair based on your experience, how much you earned in your last job and how much responsibility you expect from the new position. Keep
in mind that just as a low salary expectation may cause your employer to offer you too little, a high expectation may cause you to appear unrealistic. Don't write "any" or "as much as possible." Instead select a number, and if you're uncomfortable with it, ask about the starting salary and opportunities for
raises or performance pay during an interview. It may seem obvious that an application will ask which position you're applying for, but if a business is going through a period of expansion or has multiple job openings, human resources staff will need to know which position to consider you for without
reading further into your qualifications or personal information. A question about the position you're applying for, which may ask for "position sought," requires a short, accurate answer. Use the name of the position that you saw advertised. If you don't know the official title for the job, find a title that makes
it obvious. Applications often ask for your educational background. This is a place to list which schools you've attended and the degrees you've earned. If you're a student, the school you currently attend should take the first slot to show that you're still gaining new skills. As with your employment history,
you can copy over information from your résumé to complete this part of the application. In just a few clicks you can advertise your job on multiple free job boards. Without much more effort you can select targeted, paid job boards based on location and specialism. The days of logging in and out of
multiple job boards are long gone. The upside of increased exposure is more candidates for every job. The downside is the time it takes to review candidates effectively. Even with resume parsing it can be hard to cut to the most relevant content. This is where a custom job application form can help.
Workable has always provided the option to create customized application forms. In our last Workable update, we made these even more affective with the addition of new question types. This means you have even more options to speed up your screening process. In this post we’ll provide a few pointers
on job application formats, and explain the basics of how to create a job application form of your own. The benefits of using an employment application form For job advertisers, application forms have clear benefits. You can: ask for relevant information that might not be listed on a traditional resume
compare candidates more objectively, based on every candidate’s response to the same questions sift high volumes of candidates faster, based on responses to the most important questions get a quick understanding of a candidate’s basic skills, including comprehension, spelling and a grammar The
slight increase in effort required to apply should also mean that you’ll only hear from the most interested candidates. Looking for ways to better screen candidates? Sign up for a 15-day free trial of Workable and start hiring better people, faster. Things to avoid when creating an application for employment
Unnecessary questions While the right application form will help screen candidates effectively, a huge list of questions, or questions which are already answered on a resume will waste both your time and the applicant’s. Is a question essential? Set the response to mandatory. If it’s a ‘nice to have’ set the
answer to optional. Make sure that every question you ask has an actionable outcome. Example: need someone to start immediately? Ask applicants to supply a preferred start date, or the length of their notice period. Wordy answers Remember that a high percentage of job seekers are browsing and
applying via mobile. Workable optimizes job application forms for mobile by default, but consider the types of questions you’re asking. Not only is a wordy response difficult to complete on mobile, but your hiring teams will struggle to read every answer when application numbers are high. Example: want to
get a very quick idea of the candidate? Ask them to describe themselves in five words. You can ask more detailed questions at the phone screen or interview stage. Discriminatory language Check that the expected response to your questions are non-discriminatory. Reviewing application forms based on
responses alone is a more objective process, but it’s meaningless (and often illegal) if your questions are screening out a diverse range of applicants before you begin. Example: Years of Related Experience, not ‘Date of Birth’. What questions should you ask on a job application form? The purpose of an
application form is to create a viable shortlist. Ask concise, relevant questions, which will give a good indication of a candidate’s basic suitability. You’ll be able to delve deeper at the interview stage. Take full advantage of the question types available inside Workable: For example: What attracted you to
this position (short answer) What date can you start? (Date question) Are you willing to relocate? (Yes/No question) Are you legally eligible to work in this country? (Yes/No question) What is your current salary (Number question) Which of the following software applications do you use regularly (Multiple
choice / multiple selections) Provide examples of your recent work (File upload question) If your job requirements are specific, consider importing them from your job post into your application form as questions. Workable also enables you to auto-disqualify candidates if the answer to a question is ‘no’. If
you apply this setting, you’ll still have access to these candidates, but they will be accessed via the ‘Disqualified’ folder the ‘Applied’ stage of your recruiting pipeline. If in doubt, test After constructing your application form, ask members of your team, department or company to try it out. Are their results
giving you what you need? Can you make what feels like a good first judgement from their responses? If not, keep making adjustments until it feels right. Time invested in the set-up will be repaid with faster candidate screening. You can also keep the form you create as a job application form template to
reuse on other jobs. Ready to get started? Find out more about setting up your application form with Workable. Not using Workable yet? Get more details on candidate sourcing features.
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