a Job Application
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Job Hunting can be a stressful and exhausting process if you are not prepared. Having strategies when beginning can
help broaden and simplify the process. We created a guide for completing a job application so that you are more

prepared when you’re ready to apply.
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before you begin writing family friend, etc)

Complete all sections, even if you )
to sign your name

have a resume; if it doesn’t apply, and date the application

write “N/A”

Print neatly, using your best your completed

handwriting and grammar application before turning it in

When asked what job you are Return your
applying for, enter a specific job application as soon as possible
title

Return the application to the
manager or person doing the
hiring; when you
submit it. You may get an
interview on the spot!

Explain in detail all of your past

work experience

Don’t forget to put down activities with the person you
gave it to a week later or when

such as volunteer work, hobbies,
they tell you to follow-up
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civic work, etc.
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