Online Applications and Application Forms - Factsheet no 4
Employers use application forms to select for interviews. Some employers will use paper forms; others will expect you to fill out a form online. 
Use the information in this factsheet to increase your chances of getting an interview.  The tips relate both to applying by paper or online but we have also included some extra information to help you with online application forms.  

APPLICATION FORMS

What’s the best way to fill out an application form? 

Application forms are used by lots of employers to select staff. Most companies and training providers have their own forms, but they often have sections in common. 
Here are some tips for filling out the different bits of a form: 

Instructions 
Follow any instructions to: 

· Write or type in CAPITALS. 
· Use a black pen or ink. 
· Print or write clearly. 

Personal details 
The easy bit! Facts about you:

· Name
· Address
· Age
· National insurance number
· Medical/health 
Under the education section list any exams you’ve taken

Activities & interests 
This is the bit which tells the employer about your personality. 

· Be honest! 

· Include your hobbies and any clubs or groups you belong to. 

· Employers often like people who do things. Try not to write “I watch TV” or “I go out with friends”. Statements like “I play football” or “I am a member of the youth club” are better. 

· Make sure you write about any activity which shows you have a personal skill you think the employer would value. 

Employment experience 

· List any jobs or work experience you have done. 

· Don’t forget unpaid work or part-time jobs (like delivering newspapers or babysitting). 

· If the form asks for details, try and pick out which bits of your experience would be useful in the job you are applying for.  

Why you are applying 

Most forms have a section which asks you to say why you are applying for that particular vacancy. 
· Check the advert and any details about the job and try to work out which skills and qualities the employer is looking for. 

· Sell yourself – this is your chance to show an employer that you are the best person for their vacancy. 

· Remind an employer about any course or experience that demonstrates your skills, qualities and general suitability for the job – even though you may have detailed them in other parts of the form.

. 

References 

· You will be asked to give the names of two referees. 

· If you are at school or college, or have recently left and not found work yet, one referee should be your head teacher or principal. 

· If you are in work, one should be your current employer - or if you are not currently in employment, but you have been employed, one should be your last employer. 

· Your second referee should be someone who knows you well, but not a relative. 

· Don’t forget to ask these people if they are willing to give a reference for you. 
Top tips for filling out application forms
1. Take a copy of the blank form and practice first. 
2. Don’t leave any blank spaces. 
3. Double check that you have completed all the tick-box sections.

4. If a bit of the form doesn’t apply to you write N/A (not applicable). 
5. Don’t rush it - if you do it will go straight on the rejection pile. 
6. Do sell yourself - it’s a chance to show an employer you are the best person for their vacancy. 
7. Don’t forget the obvious - make sure that you have signed and dated the form!

8. Don’t forget to include a short covering letter.
9. Do keep a copy of the form. You can read it to prepare for an interview or to fill out the next application form you do! 
10. Make sure that your form arrives before the closing date. 
Q What is shortlisting? 

A Shortlisting is the method employers use to reduce the pile of applications they get. Only a smaller group of short-listed applicants are offered interviews. Employers shortlist by looking at completed applications forms or CVs. The ones they will put in the bin - or be screened out by a computer program if you are applying online - will be forms that: 

· miss information out 

· don’t follow any instructions provided 

· have poor spelling, grammar or punctuation 

· don’t meet the specific skills, qualifications or experience needed 

· are not clear and well presented 

· don’t arrive on time
Email addresses
Do think very carefully about your email address - you may want to consider setting up a new account if your email address could give the wrong impression to employers.  Examples such as hotchick25@hotmail.co.uk  or punisher77@hotmail.co.uk   may not give the best impression!

If you do set up a new account for job applications though, make sure you check it as regularly as you check your social email account - or divert your job application email account to your main account so you don’t miss important emails.

ONLINE APPLICATIONS 
More employers now encourage you to apply online. This could be by: 

· completing an online application form or 

· emailing your CV and covering letter. 

Applying online sends the important message to an employer that you are computer literate.
Tips for filling out online applications forms

· Online application forms often get timed out – so you need to have done a lot of preparation before you start entering your details. 

· Why not put together an up-to-date CV and print out a copy before you start typing so you have all your details on one sheet? 

· Online forms are often automatically scanned for key selection criteria. To get your form beyond this stage use the key words they are looking for – these will be the skills and qualities asked for in their job description or advert. 

· Even though you are applying online you still need to follow the same rules as when applying for a job on a paper form - make sure that you read and use the useful tips on filling out application forms. 
· Do not click on the submit button until you are 100 percent happy with the accuracy of your application form.  Once it has been sent you can’t get it back to make changes.

Tips for applying by email

· Always complete the subject line - ideally add the post title and reference number if you have one.  

· Make sure that the first few lines of your email are interesting. Most email screens show only 10-20 lines of text – make the reader keen to look at the rest. 

· Don’t forget to spell-check it – if your email hasn’t got a spellchecker why not type it up in a word processing program first to check it and then paste it into the email? 

· Pasting your CV into the body of the email?  If so make sure that you start with a summary of your employment to date or if you are applying for your first job your employment aims - NOT with contact details as you would normally do. Contact details are best put at the end of the email. 

· Check out how the finished document looks by sending it to yourself first.

Try out applying online 

If you go to www.selectsimulator.com  you can try out applying online by using a simulator. This site also has lots of information about online applications.
Copyright Connexions Herefordshire and Worcestershire July 2007 - revised January 2010
PAGE  
2

