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Section 6: Applying for Jobs 
 

Job applications are a tedious but essential step in looking for work. Applications require a 
significant time investment and serious attention to detail, but they are a necessary step 
toward landing a job interview. Certain information, such as personal contact details, is always 
required, but other application questions vary by employer. Offering plenty of practice filling 
out different types of applications will prepare participants to complete job applications on 
their own in the future.  
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This section covers where to look for job applications, as well as tips and practice activities for 
completing paper and online applications. Cover letters should accompany applications and are 
introduced in this section too. 

Learning Objectives 

After completing the activities in Section 6: Applying 

for Jobs, participants will be able to: 

¶ Request job applications in person. 

¶ Find job applications on-line. 

¶ Successfully complete written and online 

applications using their resumes. 

¶ Track their job application submissions. 

¶ Compose a simple cover letter. 

Key Vocabulary 
Application: questions on paper or online that need to be answered in order to get a job 

interview 

Cover letter: a document that introduces your skills and interests to the employer 

Graduate: complete a school or training program 

Degree: academic rank conferred by a college or university after a course of study (for 
example, Bachelor of Arts ς B.A.) 

Crime/Felony: conviction of wrong-doing in a criminal court in the U.S. A felony is a 
crime that typically involves violence.  

Current: happening ƴƻǿ όŦƻǊ ŜȄŀƳǇƭŜΣ άL ŀƳ ŎǳǊǊŜƴǘƭȅ ƭƻƻƪƛƴƎ ŦƻǊ ŀ ƧƻōΦέύ 

Previous: happened in the Ǉŀǎǘ όŦƻǊ ŜȄŀƳǇƭŜΣ άL ǿŀǎ ŀƴ ŜƴƎƛƴŜŜǊ ƛƴ ǘƘŜ ǇŀǎǘΣ ǿƘŜƴ L 
ƭƛǾŜŘ ƛƴ LǊŀǉΦέύ 
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Included Activities 

6.1      Where Can I Find a Job Application? Understanding the purpose of a job 
application and knowing where to look 

Help Wanted - Sign* 6.1A 

Asking for an Application - Scenario Cards 6.1B 

6.2 How to Complete a Job Application: Application guidelines and practice 

Job Application Tips 6.2C 

Example Job Application for Employment 6.2D 

WŀƴΩǎ !ǇǇƭƛŎŀǘƛƻƴ 6.2E 

My Personal Information - Worksheet* 6.2F 

Personal Information Vocabulary - Worksheet* 6.2G 

6.3  Online Job Application Practice 

Job Application Tracker 6.3H 

Do These Three Things ς Get the Job Blog Article 6.3I 

6.4   Application Cover Letters 

Cover Letter Example 6.4J 

My Cover Letter - Worksheet 6.4K 

6.5 Additional Resources 

 

*Indicates either that the activity works well for a wide range of English levels or that a 

beginner English level extension option is included. Non-asterisked activities are appropriate for 

participants with intermediate to advanced English levels. 
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сΦм  ²ƘŜǊŜ /ŀƴ L CƛƴŘ ŀ Wƻō !ǇǇƭƛŎŀǘƛƻƴΚ  
 

Activity Overview  
The first step to completing job applications is knowing where to find them. This lesson has 
participants review the job search steps to see where applications fit into the process and to 
practice dialogue in order to build confidence in asking for applications, in person. 

Materials Needed 
¶ Whiteboard and markers 

¶ U.S. Job Cycle Photo Cards (2.4H) 

¶ Help Wanted sign (6.1A) 

¶ One set of Asking for an Application Scenario Cards for every six participants (6.1B) 

Procedures 
1. Review the steps in the U.S. Job Cycle by passing out the U.S. Job Cycle Photo Cards 

(2.4H) to participants. Ask them to work together to put the cards in the correct order. 

 

2. Correct any out-of-order steps, and hold up the άAǇǇƭȅέ ŎŀǊŘΦ Ask participants what they 

know about applying for a job. An application is a set of questions on paper or online 

that need to be answered to get a job interview. Ask: 

¶ Did you have to complete a job application to get a previous job?  

¶ Do you know where to find a job application?  

 

3. Explain that participants can find job applications by asking in person or by searching 

online. Tell themΣ ά¢ƘŜǊŜ ŀǊŜ Ƴŀƴȅ ŘƛŦŦŜǊŜƴǘ ǿŜōǎƛǘŜǎ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǎŜŀǊŎƘ ŦƻǊ Ƨƻō 

openings and find applications using the computer. First, we are going to practice asking 

ŦƻǊ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ ƛƴ ǇŜǊǎƻƴΦέ  

 

4. Show participants the Help Wanted sign (6.1A). Let them 

know that if they see a sign like this, the company is looking 

for workers. IǘΩǎ ƻƪŀȅ ǘƻ ŀǎƪ ŀ ōǳǎƛƴŜǎǎ ŀōƻǳǘ Ƨƻō 

opportunities, even if there is no sign. Ask participants if they 

have noticed any signs like this around their neighborhood. 

 

5. Ask participants to work with a partner and pass out the Asking for an Application 

Scenario Cards (6.1B). Give them a few minutes to practice reading the situation, and 

then ask them to take turns acting out their scenario for the class. 
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6. Discussion questions: 

¶ Where can you go to ask for a job application? 

¶ What should you wear to ask for an application? 

Extension Options 
¶ Field Trip or Homework: If the resettlement office is near 

stores or a shopping mall, take participants out to ask for 

job applications so they can practice this in person. 

Alternatively, find a job fair to attend where participants 

can ask multiple employers for applications in a short 

period of time. If a field trip ŘƻŜǎƴΩǘ ǿƻǊƪ ŦƻǊ ȅƻǳǊ Ŏƭŀǎǎ 

setup, challenge participants to bring in one job 

application as a homework assignment. The benefits are 

two-fold: they practice requesting applications and they 

can also practice filling them out correctly. 
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6.1A 
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Asking for an Application - Scenarios  
Example #1 

Bu Htoo: Hello, Ƴȅ ƴŀƳŜ ƛǎ .ǳ IǘƻƻΦ LΩƳ ƭƻƻƪƛƴƎ ŦƻǊ ŀ ƧƻōΦ !ǊŜ ȅƻǳ ƘƛǊƛƴƎΚ 

Tami: Yes, we are looking for a cashier. 

Bu Htoo: Great. How can I apply? 

Tami: (hands Bu a piece of paper) Here is an application. 

.ǳ IǘƻƻΥ ¢Ƙŀƴƪ ȅƻǳΦ LΩƭƭ ōǊƛƴƎ ƛǘ back tomorrow. 

Tami: That sounds good. See you then! 

Bu Htoo: Goodbye! 

 

Example #2 

Juan: Hi, my name is Juan. I would like to work here. Do you have a job application? 

Dora: You can go online to apply for a job. 

Juan: Thank you. What is the website? 

Dora: It is www.storename.com 

Juan: (writes the website on a piece of paper) Thank you very much. Goodbye! 

 

Example #3 

Tsega: Good afternoon. How are you today? 

Alex: Fine, thanks. How are you? 

¢ǎŜƎŀΥ LΩƳ ŘƻƛƴƎ ǿŜƭƭΦ LΩƳ ƭƻƻƪƛƴƎ ŦƻǊ ŀ Ƨƻō. Do you have an application? 

!ƭŜȄΥ ²ŜΩǊŜ ƴƻǘ ƘƛǊƛƴƎ ǊƛƎƘǘ ƴƻǿΣ ōǳǘ ȅƻǳ ǎƘƻǳƭŘ ŎƘŜŎƪ ōŀŎƪ ƛƴ ŀ ŎƻǳǇƭŜ ƻŦ ǿŜŜƪǎΦ 

¢ǎŜƎŀΥ ¢Ƙŀƴƪ ȅƻǳΦ LΩƭƭ ŎƻƳŜ ōŀŎƪ ŀƎŀƛƴ ƭŀǘŜǊ ǘƻ ask. Bye! 

Alex: See you later. 

 

6.1B 

http://www.storename.com/


Section 6: Applying for Jobs 

 

 

8 

сΦн  Iƻǿ ǘƻ /ƻƳǇƭŜǘŜ ŀ Wƻō !ǇǇƭƛŎŀǘƛƻƴ  
 

Activity Overview  
Perfecting a job application is challenging enough when writing it in a native language, not to 

mention completing it in a second language. Give participants lots of practice using application 

homework assignments. 

This activity incorporates the Higher Online Learning InsǘƛǘǳǘŜΩǎ Ŝ[ŜŀǊƴƛƴƎ ƳƻŘǳƭŜΣ άIƻǿ ǘƻ 

/ƻƳǇƭŜǘŜ ŀ Wƻō !ǇǇƭƛŎŀǘƛƻƴΣέ ǇŀǊǘǎ ƻƴŜ ŀƴŘ ǘǿƻΦ While this activity focuses on paper 

applications, the tips introduced apply to online applications as well. 

Materials Needed 
¶ Job Application Tips (6.2C) 

¶ Example Job Application for Employment (6.2D) 

¶ Pens with blue or black ink 

¶ Computer, projector and screen, or TV 

¶ Access to IƛƎƘŜǊΩǎ Online Learning Institute 

¶ WŀƴΩǎ !ǇǇƭƛŎŀǘƛƻƴ (6.2E) 

¶ My Personal Information Worksheet (6.2F) 

¶ Personal Information Vocabulary Worksheet (6.2G) for beginner English option 

Procedures 
1. Review the previous activity by asking participants: 

¶ Why do we need job applications? 

¶ Where can you find job applications?  

¶ What should you do with the application once you get it? 

 

2. Let participants know that this activity practices paper applications. Pass out the Job 

Application Tips (6.2C). Ask participants to take turns reading the tips, clarifying any new 

vocabulary as needed. 

3. Pass out copies of the Example Job Application for Employment (6.2D) and make sure 
participants have a copy of their resumes and a blue or black pen. Tell participants to fill 
out the application together as the class watches the Higher Online Learning InsǘƛǘǳǘŜΩǎ 
άHow to Fill Out an Applicationέ module. (Located on IƛƎƘŜǊΩǎ Online Learning Institute, 
ǳƴŘŜǊ ά/ƻǳǊǎŜǎΦέ [ƻƻƪ ŦƻǊ άIƻǿ ǘƻ Cƛƭƭ hǳǘ ŀƴ !ǇǇƭƛŎŀǘƛƻƴΦέύ DǳƛŘŜ ǇŀǊǘƛŎƛǇŀƴǘǎ ǘƘǊƻǳƎƘ 
the module, pausing regularly to give them time to fill out the Example Job Application.  

 

https://learning.higheradvantage.org/#/dashboard
https://learning.higheradvantage.org/#/dashboard
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4. Next, participants will review an application that has several mistakes on it. Pass out 

WŀƴΩǎ !ǇǇƭƛŎŀǘƛƻƴ (6.2E) and ask participants to circle everything that is incorrect, 

referring to the Job Application Tips as a reminder of application etiquette. Ask 

participants how many errors they found, and ask them to name each one and explain 

why it is incorrect.  

 

5. Explain that not all applications look the same or ask the same questions. Some paper 

applications will have lines to write on and others will use boxes. Pass out the My 

Personal Information worksheet (6.2F) and ask participants to practice writing neatly in 

the three different formats. This is also good writing practice for those who have not 

memorized their new contact information. 

 

6. Discussion question: 

¶ How do you think online applications might be different from paper 

applications? 

¶ What are some things you would like the employer to know about you that 

ŀǊŜƴΩǘ included on an application? When will you be able to share those things? 

Extension Options 
¶ Additional application practice: Collect paper copies of applications from partnering 

employers and assign them as homework for participants or in class for participants who 

finish assignments early. If participants need extra support, ask a volunteer to work 

together one-on-one with them to complete a copy. 

¶ Personal information practice: Use the Personal Information Vocabulary Worksheet 

(6.2G) to review key words with beginner English speakers. 

¶ Assessment questions: Many online applications include assessment questions that are 

geared toward identifying personality characteristics or behaviors. Discuss how these 

might be similar to behavioral interview questions and visit /9.κDŀǊǘƴŜǊΩǎ ǿŜōǎƛǘŜ to 

see sample assessment questions. 

 

 

  

https://www.cebglobal.com/shldirect/en/assessment-advice/example-questions
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Job Application Tips1 

1. Follow directions.  

¶ Read the entire application before you start it. 

¶ Do not write below sections that say "Do Not Write Below This Line" or in 
sections that say "For Office Use Only." 

2. Give complete answers.  

¶ Respond to all questions. If a question does not apply to you, use "n/a" to show 
that it is άnot applicableΦέ  

¶ Do not use abbreviations, except for "n/a" (not applicable). 

3. Always use your resume. 

¶ The information you put on a job application should be exactly the same as the 

information on your resume. 

4. On-paper applications: 

¶ Write out responses on a separate sheet of paper or a copy of the application 
before completing the final application.  

¶ Use a black or blue pen.  

¶ Use your best handwriting! 

¶ There should not be any grammar or spelling errors. Ask someone else to read 
the application to look for any mistakes. 

¶ Use white correction fluid to fix minor errors, but start over if you make more 
than two or three mistakes. 

Common Application Words: 

¶ Graduate: Complete a school or training program 

¶ Degree: Academic rank conferred by a college or university after a course of study 
(for example, Bachelor of Arts ς B.A.) 

¶ Crime: Conviction of wrong-doing in a criminal court in the U.S.  

¶ Felony: A felony is a crime that typically involves violence.  

¶ Current: HŀǇǇŜƴƛƴƎ ƴƻǿ όŦƻǊ ŜȄŀƳǇƭŜΣ άL ŀƳ ŎǳǊǊŜƴǘƭȅ ƭƻƻƪƛƴƎ ŦƻǊ ŀ ƧƻōΦέύ 

¶ Previous: HŀǇǇŜƴŜŘ ƛƴ ǘƘŜ Ǉŀǎǘ όŦƻǊ ŜȄŀƳǇƭŜΣ άL ǿŀǎ ŀƴ ŜƴƎƛƴŜŜǊ ƛƴ ǘƘŜ ǇŀǎǘΣ ǿƘŜƴ L 

ƭƛǾŜŘ ƛƴ LǊŀǉΦέύ 

                                                           
1 Adapted from CareerOneStop (https://www.careeronestop.org/JobSearch/Resumes/job-applications.aspx)  

6.2C 

https://www.careeronestop.org/JobSearch/Resumes/job-applications.aspx
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6.2D 
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6.2D 


