Job Application

If you want to apply for a job then a job application has to be completed and given to an employer.  A job application is also called an application for employment.  The person applying for the job is called the applicant.  

The job application is usually the first way an employer finds out about you.  The application will tell the employer your personal information, level of education, employment history, and references.  It will also tell the employer your availability.  This is the hours or the shift that you are able to work. 

When completing an application read the whole application before you write anything.  Make sure that you print neatly or type your application.  Do not leave any blanks.  Write ‘N/A’ or draw a small line (         ) if the question does not apply to you.  If the application asks about salary, then write the word ‘open’.  You should ask about salary only after the job has been offered to you. 

Job applications can look very different and ask for a lot of information.  If you do not understand something on the application then ask the person who gave you the application to explain it.
