Section6: Applying for Jobs

Job applications are a tediobsit essentialstep in looking for work. Applications require a
significanttime investment and serious attention to detail, but they are a necessary step
toward landing a job interviewCertaininformation, such as personal contact details, is always
required,but other application questions vary by employ@ffering plenty of pactice filling

out different types of applications will prepare participants to complete job applications on
their own in the future.

HIGHER, A TECHNICAL ASSISTANCE PROGRAMImutiggedion and Refugee Service received $225,000
through competitive funding through the U.S. Department of Health and Human Services, Administration for
Children and Families, Grant #90RB0029 The project is financed 100 percent with federaldsinhe contents

of the materialsare solely the responsibility of the authors and do not necessarily represent the official views of
the U.S. Department of Health and Human Services, Administration for Children and Families.
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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 sectiotoo.

Learning Objectives

After completing the activities iBectiort: Applying — §
for Jobs participants will be able to —
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Requesjob applications in persan \EEEE
Findjob applicatiors on-line. |
Successfully complete writteand online
applications using their resumes
Track their jokapplication submissions
Compose a simple cover letter

Key Vocabulary

Application: questions on paper or online that need to be answeiedrderto get a job
interview

Cover letter.adocumentthat introduces your skills and interests tioet employer

Graduate:completea school or training program

Degree:academic rank conferred by a college or university after a course of fidy
example, Bachelor of ArtsB.A.)

Crime/Felony:conviction of wronedoing in a criminal court in the U.S. A felony is a
crime that typically involves violence.
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Included Activities

6.1 | Where Can | Find a Job Applicatiod®fderstanding the purpose of a job
application and knowing where to look

Help Wanted Sigrt 6.1A
Asking for an ApplicationScenario Cards 6.1B
6.2 I How to Complete a Job ApplicatioApplication guidelines angbractice
Job Application Tips 6.2C
Example Job Application for Employment 6.2D
WEyYyQa ! LILX AOQlF GA2Y 6.2E
My Personal InformationWorksheet* 6.2F
Personal Information VocabularyWorksheet* 6.2G

6.3 I Online Job Application Practice

Job Applicatioffracker 6.3H

Do These Three Thing&et the JolBlog Article 6.3l
6.4 I 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 rangeEofglish levels or that a
beginner English level extension option is included.-Hsterisked activities are appropriate for
participants with intermediate to advanced English levels.
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Activity Overview

The first step to completing job applications is knowing where to find théms lesson has
participantsreview the job search stefs see where applications fit ia the processandto
practicedialoguein orderto build confidencen askngfor applicdions, in person.

Materials Needed
1 Whiteboard and markers
1 U.S. Job Cyckhoto Cards (2.4H)
1 Help Wantedign(6.1A)
1 One set ofAsking for an ApplicatioBcenario Card®r every six participant$(1B)

Procedures

1. Review the steps in the U.S. Job Cycle by passing ok $heJob Cydrhoto Cards
(2.4H)to participants. Ask them twork together toput the cards in the correct order.

2. Correct any oubf-order steps, and hold up th@\LJLJt & £ AsiOparticipants what they
know about applying for a jol#An application is a set of questioos paper or online
that need to be answered to get a job interviemask

1 Didyouhave to complete a job application to get a previous job?
1 Doyouknow whereto find a job application?

3. Explain that participants can find job applications by asking in person or by searching
online.TellthenE a ¢ KSNBE | NBE YlIyeée RAFTFSNBY(d 6S0arias:
openings and find applications using the computer. First, we are going to practice asking
F2NI LYy LI AOFGA2Y Ay LISNR2: n¢

4. Show participants thélelp Wantedsign(6.1A) Letthem
knowthat if they see a sign like thithe company is looking
forworkersli Q& 2711 & G2 |ail | odz
opportunities even if there is no sigisk participants if they
have noticed any signs like this around their neighborhood.

5. Ask participants to work with a partner and pass out &sking for an Application
Scenario Card®.1B) Give them a few minutes to practice reading the situation, and
then ask them tdake turnsacting out their scenaridor the class.
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6. Discussion quesins:
1 Where can you gto ask for a job application?
1 What should you wear to ask for an application?

Extension Options

1 Field Trip or Homeworkif the resettlementoffice is near
stores ora shopping mall, take participants out to ask fo
job applicationso they can practice thia person.
Alternatively, find a job fair to attend where participants MEE\Y
can ask multiple employers for applications in a short
period of time.lfafieldtripR2 Say Qi 62 NJ
setup, challenge participants to bring inejob
application as a homework assignment. The benefits a
two-fold: they practicaequestingapplications andhey
can also practice filling them out correctly.
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Asking for an Application Scenarie

Example #1

BuHtoo: HelloYe y I YS A& .dz |22 LQY f221Ay3
Tami: Yes, we are looking for a cashier.

Bu Htoo: Great. How can | apply?

Tami:(handsBu a piece of papgHere is an application.

.dz 1 G22Y ¢KI yHackdrodmsiv. L Qf £ o NAyYy 3 Al

Tam: That ®unds good. See you then!

Bu Htoo: Goodbye!

Example #2

Juan: Hi, my name is Juan. | 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 isnww.storename.com

Juan:(writes the website on a piece of pap&hank you very much. Goodbye!

Example #3
Tsega: Good afternoon. How are you today?

Alex: Fine, thanks. How are you?

1 £t SEY 2SQONB y20 KANARY3I NAIKG y263 06 dzi
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Alex: See you later.
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Activity Overview

Perfecting a job application is challenging enough wiveting it in a native language, not to
mention completing it in a second language. Give participants lots of prawtingapplication
homework assignments.

This activity incorporates thigherOnine Learning Ins A G dzi SQa S[ SFNYy Ay 3 Y2Re
[ 2YLX SGS | w20 ! LILX A DhidthiRagtiFity fodudledNdh pape2 y S | YR (6
applications, the tips introducedpplyto online applications as well.

Materials Needed

Job Application Tip&.2C)

Example Job Application for EmployméneD)

Pens with blue or black ink

Computer, projector and screear TV

Access td_A 3 KGhIwB Zearning Institute

WEyQa ! @RE)AOI GAZY

My Personal InformatioVorksheet(6.2F)

Personal Information Vocabulaworksheet(6.2G) for beginner English option

= =4 =4 4 -4 -5 2 -9

Procedures
1. Review the previouactivity by askingparticipants
1 Why do we need job applications?
1 Where can you find job applications?
1 Whatshould you do with the application once you get it?

2. Let participants know thathis activitypracticespaper applicationsPass out thelob
Application Tip$6.2C) Askparticipantsto take turns reading the tips, clarifying any new
vocabulary as needed.

3. Pass outopies otthe ExampleJob Application for Employmeftt2D)and make sure
participants have a copy of their resumes anglue or black pen. Tell participartis fill
out the applicatiortogetherasthe classvatchesthe HigherOnline Learning IisA (i dzii S Q &
éHow to Fill Out an Applicati@module (Located onl_A 3 KGhME [Zearning Institute
dzy RSNJ ¢/ 2dzN@ @& o di 2] ZAT t FTaANIG Fy ! LIX AOFGAZ2Y @
the module, pausingegularly togive them time to fill out theexample Job Application



https://learning.higheradvantage.org/#/dashboard
https://learning.higheradvantage.org/#/dashboard

Section 6: Applying for Jobs

4. Next, participants will review an application that has several mistakes Bass out

WI Yy Q& | (BRE)ahdddskipariigants to circle everything thairisorrect

referring to theJobApplicationTipsas a reminder of application etiquettésk

participants how many errors they found, and ask them to name each one and explain
why it is incorrect.

Explain that not all applications look the same or agkgame questions. Some paper
applications will have lines to write on and others will use boxes. Pass oltythe
Personal Informatiomvorksheet(6.2F)and ask participants to practice writing neatly in
the three different formats. This is also good writiigictice for those whiaave not
memorizedtheir new contact information.

6. Discussion question:

1 How do you thinlonline applicationsnight be different frompaper
applications?
1 What are some things you would like the employer to know about you that
I NBigclded on an application? When will you be able to share those things?

Extension Options
1 Additional application practiceCollect paper copies of applications from partnering

T

employers and assign them as homework for participants class for particgnts who
finish assignments earlyf participants need extra support, ask a volunteer to work
together oneon-one with them to complete a copy.

Personal information practicedse thePersonal Information Vocabulaworksheet
(6.2G)to review key wordsvith beginner English speakers.

Assessment questiondvlany online applications include assessment questions that are
geared toward identifying personality characteristics or behaviors. Discuss how these
might be similar to behavioral interview questionsdavisit/ 9 . k DI NIi yV SAND &
see sample assessment questions.



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

1. Followdirections.
1 Read the entire application befe youstartit.

1 Do not writebelow sections that say "Do Not Write Below This Lineihor
sections that sayForOffice Use Only."

2. Givecompleteanswers

1 Respond to all questions. If a question does not apply to you, use "n&idw
that it isénot applicablep ¢

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

3. Alwaysuse your resume.
1 The informationyou put on a job applicatioshould be exactly the sanas the

informationon your resume.
4. On-paper applicatiors:

1 Write out responses on a separate sheet of papea copy of the application
before completing thdinal application.

1 Use a black or blue pen.
1 Use your best handwriting!

1 There should not be amgrammar or spelling error&s\sksomeone els¢o read
the application tolook for any mistakes

1 Usewhite correction fluidto fix minor errors, but start over if you makeore
than two or threemistakes.

Common Application Words:

1 Graduate:Completea school or training program

1 Degree:Academic rank conferred byallege or university after a course of study
(for example, Bachelor of ArtsB.A.)

Crime:QGonviction of wrongdoing in a criminal court in the U.S.

Felony:A felony is a crime that typically involves violence.
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1 Adapted from CareerOneStdbttps://www.careeronestop.org/JobSearch/Resumes/iapplications.aspx
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https://www.careeronestop.org/JobSearch/Resumes/job-applications.aspx
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Example Application for Employment

It is our policy to comply with all applicable state and federal laws prohibiting discrimination in employment based on race, age, color, sex,
religion, national origin, disability or other protected classifications.

Please carefully read and answer all questions. You will not be considered for employment if you fail to completely answer all the questions

on this application. You may attach a résumé, but all questions must be answered.

“Employer” Position applying for

PERSONAL DATA

Name (last, first, middle)

Street Address and/or Mailing Address City State Zip
Home Telephone Number Business Telephone Number Message Telephone Number
Date you can start work Salary Desired Do you have a High School Diploma or GED?
Yes[] No [J
POSITION INFORMATION  Check all that you are willing to work
Houm E;Ili ’%r;z E Days O Z:;zfyar d E] Status:  Regular [
Evenings [] Weekends [] Temporary []
Are you authorized to work in the U.S. on an unrestricted basis? Yes ] No (]
Have you ever been convicted of a felony? (Convictions will not necessarily disqualify an applicant for employment.) Yes O No O

If yes, explain:

Have you been told the essential functions of the job or have you been shown a copy of the job description listing the essential functions of the job?
Yes O No

Can you perform these essential functions of the job with or without reasonable accommodation? Yes O No O

QUALIFICATIONS  Please list any education or training you feel relates to the position applied for that would help you perform the work, such as schools, colleges,
degrees, vocational or technical programs, and military training.

School Name/Address Degree Areas of Specialization
City/State Received

College

Vocational/Technical

Other

SPECIAL SKILLS Please list any special skills or experience that you feel would help you in the position that you are applying for.

REFERENCES  Please list three professional references not related to you, with full name, address, phone number, and relationship. If you don’t have three
professional references, then list personal, unrelated references.

Name Address/City/State Phone Relationship
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