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Ten Top Tips for Job Applications
You know that ‘First impressions count’ so use your application form to make a good first impression. Presentation is everything!
1. Think of yourself as the employer and make a list of what you would be looking for in an employee.

2. When filling out forms check your spelling
3. If you are typing answers use a clear font (e.g. Arial or Tahoma in 12 point)

4. If you are writing answers, print clearly and take your time

· Using a ruler as a guide when you print can help keep lines straight
5. Have at least two references
· For each referee provide full name, job title, contact number and address
· A referee can be someone that has known you for several years if you do not have anyone who has known you through work
6. Match your interests and experience to the skills required

7. List your title of employment/ work experience/ education in chronological order, beginning from your most recent position first
8. Avoid having ‘gaps’ in your education/ work experience

9. Make sure you respond to all questions asked in your application
10. Learn how to fold your application so it fits in the envelope properly

11. Hand your application in on time
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