APPLICATION FORMS
MAKE THEM WORK FOR YOU

You are applying for a job you are interested in; you have sent of for the application pack and have the application form and other information regarding the job in front of you.

· Your application form is the first stage in the process – a very important first stage where you are making your submission for selection.  You want to be short-listed for interview and it is up to you to let the short-listing panel or selection committee know that you are a suitable candidate for interview. 

· If your application form is poorly or illegibly completed, you will fail to impress and will not get an interview regardless of your qualifications, skills and experience.  Remember that the application form returns for jobs with a company generally exceeds availability.  

Also remember, that you will be competing with other candidates who will have the same or superior qualifications as you.   It is up to you to create a good impression through your application form and consolidate your skills, knowledge, work experience academic qualifications by:

· Preparation and Planning: Have all the information you need in front of you use the CV Template.  Photocopy the application form to enable you to undertake a first draft.   This way you can proof read and make changes and additions.  This will also help you with layout and space. Many employers provide an electronic version (usually in MS Word format) and it is much easier to type the information into the form than to write it – check the instructions for submission too; some employers allow on-line submission others require you to send by post/hand deliver within a time deadline)
· Presenting the information required in a clear and easily accessible manner. Use a black pen (this assists photocopying).

· If you are handwriting the application please ensure that your handwriting is legible and don’t squash additional words into margins – these often get lost when the documents are photocopied.  Spelling mistakes, corrections (score-outs and tippex®) are unsightly and do not make a good impression.  If you are in doubt about the meaning or spelling of a word, use a dictionary/thesaurus. 

· Take time to thoroughly read and think through your responses to the questions being asked in the application form.  How you present your “supporting information” (writing about your skills, experience, qualities and career aspirations) will mean the difference between getting short- listed for interview/ an offer and not. If you present your supporting information well, you will maximise your potential.  For example:

Q. Explain why you are interested in this position and offer evidence of your Suitability?  

· Explain - Give details/put into plain words the reasons why you are Interested - attracted to/want to learn more about Offer evidence – Provide examples which demonstrate your Suitability – the things about you – your skills, knowledge, experience, personal qualities, motivation all piece together to build a picture of you and your ability – Short-listing Panels/Selection Committees will examine what you write and will determine if you are suitable. 
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