


PICKING UP/DELIVERING APPLICATIONS 
 

1. Dress as if it were your first day of work. 
2. Take with you: 

a. Pen, black ball-point 
b. Recent, pre-completed, “picture-perfect” application 
c. Social Security Card, Driver’s License, (or picture I.D.) 
d. Current Resume 

3. Be friendly, courteous, and mannerly… to everyone! 
a. Make eye contact, smile 
b. Be very clean and shaven, hair combed 
c. Speak clearly and confidently 
d. Good posture exudes confidence 
e. Avoid and combat nervous mannerisms 

4. Get a job description, if possible 
a. If not possible, ask about the details of the job 
b. If you are unclear, do not be afraid to ask questions 

5. Remember names, jot them down at first opportunity 
6. Kill as many birds with one stone as possible 

a. Find out “key” names 
b. Information about the company 
c. Future hiring outlook 

7. Make sure the completed application is  
a. Clean and dry 
b. unfolded 



TIPS FOR COMPLETING JOB APPLICATIONS 
 

1. Read and follow directions carefully. If you are asked to “print” do not 
write in cursive. You can make a negative impression quickly by not 
following directions.  

 

2. Be neat, thorough, and have accurate phone numbers and correct spelling. 
Be sure your spelling and grammar are correct. Carry a pocket dictionary if 
necessary. 

 

3. Appearance counts! Fill out the application as completely as possible. Make 
sure your entries are legible and complete. Don’t leave blank spaces. If the 
question does not apply to you write “Not Applicable” or “N/A”. Avoid 
giving negative information. If there are questions you would rather not 
answer because you might seriously hurt your chances, write “willing to 
discuss.” Always be prepared to give a positive answer during the interview 
and be honest. 

 

4. Include all the positive information that you can. As in volunteer 
experiences and list training received in high school that relates to the job 
you are applying for. 

 

5. Be honest. Filling in false information may get you dismissed later. 
 

6. List the specific position for which you are applying for, do not write 
“ANYTHING”. 

 

7. Leave salary “Open” or “Negotiable”. 
 

8. DO NOT FORGET TO SIGN THE APPLICATION. Be sure to use your full, 
legal name. 

 

9. To complete a generic application go to www.go2worksource.org, click on 
“Resume Help” under the “Career Links” heading, click on the tab heading 
“Application Form”, under “Frequently asked Questions” click on “What is 
the Go2WorkSource Application form?”, there are many different 
application hyperlinks here on this page. If you click on “WorkSource 
Application Form” a file download prompt box will come up on your 
screen. Decide if you want to open or save it to your computer or disc. 
When you open this document it will come up as an application.  

 

10. For job separations use these terms: 
 

DO NOT USE 
(CONSIDERED TURN OFF WORDS) 

o “fired”: 
 

o “quit”: 
o “more money”: 
o “more hours”: 
o “laid off”: 

 

A BETTER WAY TO SAY IT 
(CONSIDER USING THESE WORDS IN REPLACEMENT) 

“terminated” or “will explain in interview” 
“return to school” 
“desired job with better experience opportunity.” 
“desired advancement” 
“desired advancement” 
“work completed” 
“budget cut” 
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