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The Purpose of an Application

Most companies requirepmospective employee to fill out an ajggaltion prior to interviewing.lt is a

legal document that is used to start your employmentAlleapplication should present the job seeker

in the most positive way possible, without lying. It is used in mastances to reduce the number of
applicants interviewed as job applications are generally designed to help spot strengths and weaknesses
quickly and screen people in or out of prospective positions.

Hi nts for Get¢t./

General application guidelines

The application is often the first impression an employer has about you. Your application gives the
employer an outline of your background and is usually the first step in the hiring process. An employer
will pay particular attentin to your work history, length of employment, specific duties, and reasons

for leaving a position. Remember, you are trying to entice the interviewer to want to get to know you
better, and ultimately hire you. You want to make a great first impressieasence, the application
becomes a calling card (please look at me!), it screens you in/out, and creates an agenda for the
interview. The following are guidelines to filling out a strong and solid application:

1 Look over the document and read the dimets carefully before filling it out.

T Always print or type (neatness counts!), unless otherwise instructed.

1 Use a black or blue pen, not a pencil.

1 Answer every question in a positive manner, unless it is improper.

1 Be accurate. Make sure all words ardlsgecorrectly and avoid abbreviations if possible.

T Never leave a blank space. If a question does not apply to you, write N/A (not applicable).

T Be honest and dondt exaggerate. Never give
job opportunityor cause you to be terminated at a later date.

1 Make sure your reason for leaving each job is honest, but as positive as possible.

T Use a copy of your r®sum® as a guide, but dc¢

T Dondét forget to astiigomnlanldt Gsate Itehgalapdpddwment
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The Structure of an Application

When you apply for a job you are typically asked to complete an application for employment. You may
beasked to complete an application even if you have already submitiednaéand cover letter. That

way, the employer hasracord of your personal and employment history, veriiedsigned by the
applicant.

It's important for your job applications to be complete, correct (no errors) and acBeratepared!
Bring all of yourinformation to fill out each application completelere ismost ofthe information

you will need to complete an application for employméerdludingtips and suggestions thatll help
youmake a gredirst impression.

Personal Information
T Namei Full legal name, generally last name first
Address
City, State, Zip Code
Phone Numbei Use a number where you can be reached during the day
Social Security Number If required
Eligibility to work in U.S.
Felony conviction§ Notyourarrest record
If underage, working paper certificateMany jobs require you to be at least 18 years old

= =4 =4 4 -4 -8

Position/Availability
T Title of the job you are applyin@fi Be specific,d n 6 tthewardfi a 0 y
1 Hours/days available to work
1 When you can start woik Try to giveyour current employeat least a tweweeknotice

Education
1 Schools/Colleges AttendédUse the correct spelling @zarks Technical Community College
T Majori Use the proper terminology
1 Degree/Diploma Associate of Applied Scienicen ér Associate of AgtTransfer degree
T Graduation Date(9) This may not be on an application because it can determine your age

Work History
1 Names, addresses, pleonumbers of previous employér&ven if the company is honger in
business
Supervisor's name
Dates of employmerit Month and year is suffient
Salaryi Not always required
Reason for Leaving Be honest and positive

=A =4 -4 A

References

Anotherkey part of your application is the reference section. Your choice of references may make the
difference in whether or not you get the job. Ask permission from at least three of your references
ahead of time so theydl |probpectiveenplpyarr ed f or t he c:
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Awesome Applications

THE FOLLOWING TIPS WILL MAKE YOUR APPLICATION SOLID,
STRONG, AND MORE LIKELY TO GET NOTCED
By Kim Caponi
Director of the North lowa Career Center at North lowa A@ammunityCollege

Al hasue,wdhyr do | have to fill ésunEmayservagspouri cati o
application at many organizations, others will require the completion of an official application form.
Unfortunately, many job seekers believe théaume should be enough amth not take applications

seriously. They simply complete their application as quickly as possible without paying attention to
details and then sabotage themselves without even knowing it. The following tips will make your
application solid, strong, and meolikely to get noticed:

A  Read through the ap p.lOrganazd younthoughtsnohpldn goureahsyers
before you start writing. This will help you avoid a messy application and allow you to convey your
gualifications and skills in as few words as possible as space is often limited.

A Follow all directi ons.lfayouccanmoede this @ lydur appkcatidrliti n e s
will be assumed you will not do it on the job.

A Print neatly or t y.pMienyevsiawng anmeds of@gplications, an
employer will not take time to decipher poor handwriting. In addition, your hatnagvmay be
important on the job when communicating within the organization.

AMost applications request the same information . Carry this information with you when
applying for jobs. (Tip: Put this informatidncorrect employment dates, wages, referarasaeswith
contactinformation, and sud@h on a sample application form and carry it with you.)

ABe honest . If you have felony convictions or have been let go from a job, visit with someone from
your school 6s car eer c e ntapplicationis adegal dotument, danthyou b e s t
can be fired for falsifying information.

AList information in the order requested . One purpose of an application is to see how well
you follow directions.

AUse your full legal name in the order requested .1 f the application in
then write your full middle name or place a dash if you do not have a middle name.

ADo not wr rrésumé fi @any résuneé styles do not match application formats and the
information requested may not be part of yasumne.

A I'f you are not sure of your dtapagtisulacemplogemp| oy m
contact the human resources department at that organizatiorkand as

AUnder fposition desi r edYourmaylsinomthan orse. Stating that you | e
will do anything indicates a lack of direction on your part and is of little help to a potential employer.
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AWnhen addressing salary expected ,Write offropienredcgot i abl edo or perh
range.You donot want to overprice arndervalueyourself so research salarifes the position in your
area.

ADo not leave blanks . If the question does not apply, write N/A for not applicable or draw a line in
the response area.

AYou should include internships and volunteer work that relate to the position
desired . This can be done as part of your work history section or in ati@utliskills or information
section.

AYou may be asked for additional information or skills that make you a good
candidate for the position . Be sure to include memberships, related interests or hobbies, and
transferable skills, sucis being dependableardworking and honest, etc.

AMany applications request your permission to contact an employer to verify

information on the application It is acceptable to check Anoo
particularly for a currenemployer.Many employees do not want their current employer to know they
are applying for other |Jobs. 't may | ook suspi ¢

handled in how you state your reason for leaving. If possible, provide the name of &ssupével
employee that would speak well of your work.

AYou may be asked to identify friends or relatives that work for the company
Choose your friends carefully. It will be assumed you would be a similar employee.

ABe sure to sign and date the appl ication .

Alf possible, have someone review your application prior to submission . Check for
grammar andpelling errors. Again, completing a sample application gpropriate wording and
spellingwill be helpful here. Make corrections neatly or reqaesew application form.

ADo not submit an application without including a résumé

Alf the application was mailed, faxed, or submitted online , contact the organization to
verify that it was received.

AThese tips hold true for online applications as well , but being organized and prepasee
evenmor e i mpor t a mmhpletmd anonline applicati@heovebbased applicatiopage

mayit i me out o before you have completed and subi
will have to be e-entered. Be sure to have your information ready before filling out the online

application. A great cover letter ana@sumé may not be enough to counteract the effects of a poor
application It would be like wearing a brand new suit with your old teshiges!

Make sure your application materials look good from head to toe. Time and effort invested in a strong
application pays off.
Copyright© National Association of Colleges and Employers (NACE
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What You Should Really Know

Employment Application Quiz
It is not uncommon to find application forms that request information prohibited by state and federal
antidiscrimination laws. How much do you really know about what can and cannot legally be asked on
an employment application form? Tatkes short T/F quiz and find out!

True/False 1) An empl oyment application can safely I
claims.

True/False 2)Itis only necessary to list the last three positions that you have held.

True/False 3) Itis legalfor an employer to ask about your arrest record.

True/False 4)Ifacompanyhasanssimoki ng environment, itds okay
True/False 5) An employer has the right to ask you if you own a vehicle.

True/False 6) If you provide unsatited personal information about race, religion, disabilities, etc.
on anapplication, you could be selected out of a position.

True/False 7) Itis acceptable for an employer to ask if you are a U.S. citizen.
True/False 8) An employer may nask you about your age.
True/False 9) Three references should be provided on an application or résumé.

After taking this short quiz, see a full explanation of each statement on the following page.

ﬂ,
[ = [P
Iit's QUESTION TIME!!
\ J
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1)

2)

3)

4)

5)

6)

7)

8)

9)

Application  Quiz Answers

False! The Americans with Disabilities Act (ADA) prohibits any employment
application question that directly or indirectly leads to information concerning your

health or disabilities. This is a question that should be removed from an employnpent

application.

False! The application should list determining factors such as employment, education,
professional affiliations, and empl olyer

detailed and complete summaryyaofur work history.

False!Questions about amserecords are not considered appropriate and informatign
on the subject should not be requested on an employment application. Legal expgrts

report that questions pertaining to jodélated criminal convictions are permissible, but

general inquiries regamlj arrests or convictions should be removed from employment

applications.

False! There is no problem with stating your company's-agroking policy on an

application, but askingouto declareyour smoking status, may be violating state laws.

This questia is another one to be removed from job applications.

False!lf a car is an important element to a position (adood delivery service) a
better question to ask is whether or yoti haveaccess to a car for jalelated use.
Ownership of a car still wouldn't be an appropriate question.

True! Whether or not yoareasked for that information, ontliee employepossesss
it you are in a very gray area legallgne in whichyou can claim tlattheir knowledge
of that information was a factor (or the factor) in wioy werenot hired. Experts
recommend that companies amend their applications to include a highly visible a
strong statement advising applicants that any unsolicited information that isn't
explicitly job-related will result in automatic rejection.

—

False!Most legal experts suggest asking the question in terms of legal eligibility tq

work in the United States rather than citizenship. Questions about citizenship are|best

left unasked, although all applicants will need to verify employment eligibility.
However, mag online applications do, in fact, ask the question: "Are youSa U
citizen?"

True! Any question that directly or indirectly solicits information abgotir age

should be removed fromnemployment application. Questions pertaining to age
should be avoied. Legal experts suggest removing any graduation date fields from
employment applications.

True! Three references are the least amount you should provide to a potential
employer. You want to provide quality references that represent a googsenhiss
of your employment contacts over the past five years.
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| Filling Out an Application I

Applying fora Jobi  n Person

1 Be prepared for a brief ethe-spot interview.

T Always be polite and friendly to the receptionist. Yapplication may never get past their desk.

T Bring a pen so you don't need to borrow one to fill out the application.

T Fill out your own application. Don6t have som
1 Fill out one application for each position you desire. Avoidtiple job titles on one application.

1 Make sue your contact informatioallows employers to contact you easily during business hours.

T Know what days/hours you are available to work.

T Grooming is importantDress should be, at the least, neat and tilysiness casual is usually
appropriate.

1 Call oncea week or so to check on the status of your application. @"} ’ l

Applying for a Job Online or Sending an Email Attachment

T When applying for jobs via email, write your cover letter in the body eaail message, followed
by your Esumé and/or application.

1 Proofread your email for grammamdaspelling (do not trust spetheck software). Remember, this
is your chance to make a critical first impression; even an emailed note needs to be profewsional
error-free.

1 Be brief and to the point. Your application cover letter should not be any longehtbaror four
short paragraphs.

T Make sure you include a signature with your full name, email address and phone number.
1 Include the title of th@osition you are applying for in the subject line of your message.
1 Be sure that your email address/screen name has a professional tone.

If the job posting asks you to send an attachment, sendésurgas a MicrosofiVord document

(.doc or .docx) or ira rich text format (.rff However, nany employers do not accept attachments. In
these cases, paste yoé&suneinto your email message. Use a simple font and remove the fancy
formatting.Send the message to yourself first to test that the formattingwadeverything looks
good,send to the employer.
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Sample Application Letter

1225 Sherman Ave.
Springfield, MO 65809

. An application letteris used to generate
April 20, 20-- job interviews. Use this type of letter to
respond to specific openings. You want tp
Ms. Mary Kay Nelson demonstrate that you have the skills and
Manager of Human Resources qualifications required for the position.

Continental Industries, Inc.
2900 Rosemont Blvd.
Rosemont, MO 60018

Dear Ms. Nelson:

| am applying for the web developer position that was advertised with Ozarks Technical Community
College Career Employment Services this week. The position seermsgdryfivell with my
education, experience, and career interests.

Your position requires skills in various types of programming and software used in web development.
My academic program in computer studies emphasized C, C++, Visual Basic, Assemblandava,

SQL. In addition, | have extensive experience in using several software packages in web development,
including Adobe lllustrator, Photoshop, After Effects, and Dreamweaver. My experience as a
department computer consultant gave me exposure to RE@I¢Ws7, NT, XP) and Macintosh

platforms as well as Novell and NT LANs. Additionally, | worked as a summer intern in computing
operations for a local newspaper where | gained knowledge of enterprise systert®armilezce

operations. My encloseésuméprovides more details on my qualifications.

My background and career goals seem to match vy«
perform the job effectively. Furthermore, | am genuinely interested in the position and in working for
Continenal Industries, Inc. Your firm has an excellent reputation and comes highly recommended to

me.

| have enclosed myésune and would appreciate your considerationdqgrersonal interview to discuss
my qualifications and to &n more about this opportunitywill call you next week to see if a meeting
can be arranged. Should you need to reach reaselfeel free to contact metaf7-683-4388 or
mlopez@tc.edu

Thank you for your consideration. | look veard to talking with you.

Sincerely yours,

Marisa Lopez

Marisa Lopez

Enclosure Adapted f rlobnChditdsCE 6 s
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Sample Applications

Date
1. Personal Information
Name
(Last, first, middle)
2. Present address
(Street) (City) (St) (Zip)
3. Permanent address
(Street) (City) (St) (Zip)
4. Telephone
(Home) (Work) (Cell)
Soc. Sec. Number
Position applying for: Teacher Assistant Clerical Custodian
Other (specify)
If hired, can you provide proof of legal age?
When are you available for an interview?
Date you would be available for employment:
10. How did you learn of this position/opening?
11. Educational Background
High School:
(Name of Institution) (City/State)
GED: Passed (Date)
College
(Name of Institution) (City/State) (Degree or Certification/ Mo/Yr)
Trade School or
Other Educational/
Special Training:
(Names of Institution) (Type of Training) (City/State) (Degree or Certification/ Mo/Yr)
12. Can you perform the essential functions of this position with or without reasonable accommodation in a safe manner?
No Yes (please explain)
13. Give full and accurate information regarding your past employment, listing most recent first:
Immediate
Name/Location of Organization Position Held From - To Superv;\TSr:giIrephone Reason for Leaving
14. REFERENCES - List three references that have first-hand knowledge of your character, personality, and ability.
Name/Position Relationship Telephone
1.
2.
3.
~12 ~
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15. Please list and describe the specific skills you possess which are relevant to the position for which you are applying:

16. GENERAL: Attach additional information which you believe to be of value in our considering you for a position.
17. Have you ever been convicted for committing or attempting to commit any one or more of the offenses covered under the
Criminal Background Check Requirements of Sec. 10-21.9 of the School Code?*
Yes No

*Please note that the applicant is not obligated to disclose sealed or expunged records of a conviction or arrest.
20 CS 2630/12.
PLEASE READ CAREFULLY: A person who knowingly makes a false statement, or who intentionally omits any employment

history or employer required on this application which is material to qualifications for employment, shall be deemed to have made a
false statement.

We are an Equal Opportunity Employer and does not discriminate on the basis of race, religion, creed, color, gender, age, national
origin, marital status, or physical or mental disability unrelated to ability to perform essential job functions.

| hereby certify that the above statements are true and complete to the best of my knowledge, and that if employed, false statements
herein, or any willful omission of any pertinent employment information shall be considered sufficient cause for dismissal.

| hereby authorize your company to forward my name, sex, race, date of birth, and social security number to the Department of
State Police for the purpose of conducting a criminal background investigation and agree to execute any forms required by said
Department for such purpose. | hereby warrant that | have not been convicted of any of the offenses specified in Section 10-21.9 of
the School Code.! | further warrant that | have not been convicted of any offense committed or attempted in any other state or
against the laws of the United States which, if committed or attempted in this State would have been punishable as one or more of
the offenses listed below.

| authorize my current employer and/or any previous employers, the references listed, and other persons to give you any and all
information concerning my previous employment and any pertinent information they may have, personal or otherwise, and release
all parties from all liability for any damage that may result from furnishing same to you. A copy of this authorization and release is as
valid as the original and should be recognized as such.

Applicantds Signature Date

!Listed offenses under Swhoo/ Cadgection 121.9:
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Personal Information Online Application

—

*Street Address *E-mail Address
| | | [

*City County *State/Province *ZIP Code
*Phone Number Other Phone Number

Position and Hours

*Position Desired (check one): L { ) ) L . {
Usher Box Office Cashier Concessionist Management

Other |

Wage Desired Date You Can Start ‘

Select up to two USA theatres below who are currently accepting online applications. If the theatre you desire is not listed, you will need to apply in
person at that location.

| Choose A Theatre. - ‘
*Theatre 1: —

Choose A Theatre. j

Theatre 2: ‘

DAYS AND HOURS AVAILABLE

(Please consider school, extra-curricular activities, and other obligations when filling out this section.)

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
* Can you work weekends and holidays? T T
Yes No

If no, please explain. ‘

Miscellaneous Information

* Are you at least 18 years of age? | .

* If hired, can you show proof of age? fh_ fh'

* In the past 10 years, have you been convicted of a felony; or have you been convicted of any crime involving dishonesty or violence to another
person? (You need not respond as to convictions ordered expunged, sealed, or impounded.)

i i
Yes No* (Note: A conviction will not necessarily disqualify you from employment.)

If yes, give dates of each conviction and explain complete details
as to each:

Are you currently attending school? Yes No

If yes, where? |

Days/Hours Attending: |

~14 ~

Career Employment ServWees A 100brFmhatChesCommoBEspressway
www. ot c. edu/ empl oymen-#4-g a6 L ehAsecavecreeamp@®@pt A. eddw

A sSpr



i
* Have you ever applied to AMC before? Yes No

If yes, where and when?

* Have you ever worked for AMC before? Yes No

If yes, where and when?

List any relatives who work for AMC: |

LIST ALL PREVIOUS EMPLOYMENT

Rate of Place of Employment and
Pay Supervisor

From/To Phone Reason for Leaving - Include whether you were terminated or left voluntarily

AL I
AL I
I
I

EMPLOYMENT AT WILL AGREEMENT

* | understand that if hired, | will be an employee at will and that both | and this Company will
have the right to terminate my employment at any time, with or without advance notice and with
or without cause. This is called "employment at will* and no one other than this Company's
president (and only if in writing, signed by the president and me) has the authority to alter this
agreement, to enter into any written agreement for employment for a specified time, or to make
any written or oral agreement contrary to this policy.

'S 'S ‘
Yes No *Date: (MM/DD/YYYY)
Explain any gaps in employment:

* Are you currently employed? Yes No

May we contact your current employer? Yes No

* | hereby authorize and request any and all of my former employers and any other person, firm or corporation to furnish any and all information
concerning any credit-worthiness and personal background and | hereby release each such employer or other person, firm or corporation from any
and all liability by reasons of furnishing the requested information. | understand that if employed any misrepresentation or omission of facts
requested is cause for dismissal.

. |7
Yes No *Date: (MM/DD/YYYY)

*First Name  Middle Initial *Last Name Todayb6s HBldyyp ( mm
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What Not to Do

Here is an application with a lot of mistakes. See if you can tell what’s wrong.

: ©)
r —

A P P | ‘ A I I o N BROWN'S IS AN EQUAL OPPORTUNITY EMPLOYER and fully subscribes to the prin-
ciples of Equal Employment Opportunity. Brown's has adopted an Affirmative Action Pro-
gram to ensure that all applicants and employees are considered for hire, promotion and

FOR EM PLOYM ENT job status, without regard to race, color, religion, sex, national origin, age, handicap, or

status as a disabled veteran or veteran of the Vietnam Era.

To protect the interests of all concerned, applicants for certain job assignments must pass

PLEASE PRINT INFORMATION REQUESTED IN INK. a physical examination before they are hired.

Note: This application will be considered active for 90 days. If you have not been employed within this period and are still interested in employment at Brown's, piease

contact the office where you applied and request that your application be reactivated.
(—d (3)
akos T C ; — 27 G/
Name _ E o= s e
State Zip e

(Please present your Social Securily Card for review)

Pk Secial Security Number
Last First
R 520 7] Qe
umber Streel

Gounty
onnty M Current phone - 7
‘)J 1 AR 6 or nearest phona =
Previous Address __ e — — Best lime of day 1o contact > S—
Number Streel Cy State Zip Code
(Answer only if position for which you

- are applying requires driving)
It hired, can you furnish proot of age? P o s o -

It nired. can you furnish procf that you are legally enfitled to work in U.S. No Is license valid in this state? Yes No

Have you ever bean emplayed by Brown's () P No ___ >S Haouwhern . o Position ==

Have you a relative in the employment of Brown's Depariment Store? Yos No x

A PHYSICAL OR MENTAL DISABILITY WILL NOT CAUSE REJECTION IF IN BROWN'S MEDICAL OPINION YOU ARE ABLE TO SATISFACTORILY PERFORM IN THE POSITION FOR WHIGH YOU ARE BEING
ONSIDERED. Alternative placement, if available, of an applicant who does not meat the physical standards of the job for which he/she was onginally considerad is permitted

Do you have any physical or mental impairment which may limit your ability 1o perform the job for ghich you are applsng? 2
© o alad e s

it yes, what can be done to your limitation? _—— =
School No. ot Course or Average
o 08 s s Name of School ncny/sme Graduate? Gollege Major Oratdy
g [Cow |0 T oG T iy SPoratot Jog | G eald 1B
L e e e
S Sr. High C. / &%L 720
8 Other o lO/ i ol J 14
Catlege D ~ftate 2 ANO CL

Branch of Date Enterad Date of Highest

Satvice-Related Skills and Experience
Service Service Discharge Rank Held

Applicable 1o Civilian Employment

95| 1958 |£L-% :
U%A 1775 § = §mw

What experience o Iraining have you had other than your work experi

MILITARY
SERVICE

nce, military service and education? (Communily activities, hobbies, etc )

| am interested in the type of work | have checked

Sales office Mechanical Warehouse K Other (Specity) = —
Or the following specitic job 2 e et M - - e
1 am seeking (check anly one) I am\Jﬂabla for (check only ane)
,,?!mpumrv employment (6 days or less) Mp Tima HAURS AVAIEABLE FORWORK
w Sunda To
/" Saasonal employment (one seasan, e g. Christmas) VZFT:H Time ork unday
_/ Monday o
" Regular employment (employment for indefinte I part-time. indicate maximum hours per week 9
period of tima) and enter hours avallable in block 1o the right Tuesday 14 ’\r/ﬁr (14
g
It temporary, Indicate dales available . O Wednesday .K() To
Have you been convictad during the past seven years of a serious crime Involving a person's life or proparty? Thursday To
B 4
v, o 3 Tl = 4
No 1X_ s T oo o B AAR—r— OB EHORY B
Saturday T

Adapted fromJIST Works, Inc
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LIST BELOW YOUR FOUR MOST RECENT EMPLOYERS, BEGINNING WITH THE CURRENT OR MOST RECENT ONE. IF YOU HAVE HAD FEWER THAN
_® REFERENCES FOUR EMPLOYERS, USE THE REMAINING SPACES FOR PERSONAL REFERENCES. IF YOU WERE EMPLOYED UNDER A MAIDEN OR OTHER NAME,
PLEASE ENTER THAT NAME IN THE RIGHT HAND MARGIN. IF APPLICABLE, ENTER SERVICE IN THE ARMED FORCES ON THE REVERSE SIDE
Nature of What kind
NAMES AND ADDRESSES OF FORMER EMPLOYERS Employer's Name of Your of work did Starting Starting Date of Payat Why did you leave?
BEGINNING WITH THE CURRENT OR MOST RECENT Busiiess Supervisor you do? Date Pay Leaving Leaving Give details

NDTEWM length of inactivity between present application date and last employer.

Name 5 2!1 " d

o el w e fw Eric Cloun 8 | Fire =%
2 Z

Ciy Zip Code
¥ P Year| Per Week Year| PerWeek

NOTE: State reason for and length of inactivity between present application date and last emoyer. Lo o— = el o Yo

Name 5 3 ;@m
2 nu(’, Willes fhsed| 7 b&ctnp;f %g 2/1%5] Ross
o _}JJW Selé PH 2P G / ?\é aF:Week Veal Per Week leﬁn

NOTE: State reason for and length of inactivity between present application date and Iast employer

oyl Conolr . %ML w186 I 3=

E m BBL-41 /(:MM prert G4 3enh Yy
Y .)J’ Mmsma Zpren ¥ i "1 Year| PerWeek Year| Per Week M "
NOTE: State reason for ané‘ength of inactivity getween present application date and last employer.

o
Name / M W A g {:22 Month So e t@, jﬂt h*{*
Address wu Y/ ih’“ % Tel o v /r\/l" 2 Sm\ jm_ % -4
jv \!'PIB—M—S'“ DA Tecee * o pe‘,‘w’;ek I“ej o Wt dIJ‘M‘A.

| centity that the information in this application is correct to the best of my knowledge and understand that any misstatement or omission of information is grounds Tor GETTSSaTFT Ewith Brown's policy. | authorize the references fisted above o give you any
and allink g my previous and any pertinent information they may have, personal or otherwise. and release al parties from i iabilty for any dama 'may result irom furnishing same to you. In consideration of my employment, |
agree to conform fo the rules and reguiations of Brown's, and my employment and compansation can be terminated with or without cause, and with or without notice, at any time. a the option of sither the Company o mysel. | understand that no unit manager or
representative of Brown's other than he President or Vice-President of the company, has any authority to enter into any agreement for forany ! lime, of to make any agreement conlrary to the foregoing. In some states. the law requires
that Brown's have my written permission belore oblaining consumer repors on me. aped hereby authorize Bmwn s to obtain

such epons
Applicant's Signature <. P / ; M C

NOT TO BE FILLED OUT BY APPLICANT

INTERVIEWER'S COMMENTS gﬂ‘e of Tested (Store wil enter dates as required ) Mailed Completed 4
mp.
bp /LQA;UB‘[ Dept or Reguiar Physical examination scheduled for REFERENCE REQUESTS wf‘ M
Div. Parttime __ 7
“nNps d at T Physical form completed '_0 Qﬂf CONSUMER REPORT
gl nod. i = o . 9 wnTax v 1
/’ Code Grade 1ale With Tax
& G 7 2
Amangement ,,,L Review Card prepared Minor’s Work Permit
Manager >, )8
o Timecard prepared Proof of Birth
Approving
Prospect for Empioyee ok Training Material
T 2 No Given to Employee
et s i — ]
Unit Name and Number

Adapted fromJIST Works, Inc.
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Answers—What Albert Did Wrong

1. Last name should come before first name.

. Date should be written out.

. Social Security number contains scribbled-out number.
. City and state are missing.

. ZIP code is missing.

. Address should be written again.

. Phone number is missing.

It’s better to say “will explain at interview.”

© 0 N O U R W N

. If you have a physical disability, you should be able to state what special
equipment you would need to help you do the job.

10. The city and state should be written out each time.

11. Something such as “Army” should have been written, not “USA.” List of
skills should be more specific.

12. Only one option should be checked here.
13. Should write “Will explain in interview” here.

14. Should list the hours for each day (if you are available anytime, list the
normal work hours for the position, if you know them).

15. Need the complete address for each employer.

16. Supervisor’s last name is missing.

17. Need complete starting and ending dates for each job.

18. Rate of pay is missing.

19. Need to come up with better reasons for leaving each job.

20. Name should have been signed. First name should have come first.

21. Do not write anything in the section that says “Not to be filled out by
applicant.”

Adapted fromJIST Works, Inc
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o April 1, 2000

BROWN'S IS AN EQUAL OPPORTUNITY EMPLOYER and fully subscribes to the prin-
ciples of Equal Employment Opportunity. Brown's has adopted an Affirmative Action Pro-

gram ta ensure that all applicants and employees are considered for hire, promation and
FOR EM P Lo M EN I job status, without regard to race, cofor, religion, sex, national origin, age, handicap, or

status as a disabled veteran or veteran of the Vietnam Era.

APPLICATION

To protect the interests of all concerned, applicants for certain job assignments must pass
a physical examination before they are hired.

PLEASE PRINT INFORMATION REQUESTED IN INK.

Note: This application will be considered active for 90 days. If you have not been employed within this period and are still interested in employment at Brown's, please
contact the office where you applied and request that your application be reactivated.

wne O th Albert  Clavde s 4117 T~ 26|14

Last Firs! Middle (Please prasent your Social Security Card 1or review)
s |52 North Otter Street  Stranton PA 1% O2,
City

Number Street State Zip Code

T Current phy _
e . DS9S -1 12

Provious Address ____

. Best lims of day to cont lﬂftg'_l_z_?-_ﬁl
Number Street city State 2ip Code - o saytosonad . .

(Answer only it position for which you

County

are applying requires drivini
It hired, can you lurnish proof of age? v ves No Li cm,’:zm d::’e s % L/ Ve Na
It hired, can you furnish proof that you are legally entitled to work in U.S V_ Yes No Is license vald in this state? ¥ Yos . No
Have you ever been employed by Brown's.  Yes ___ No v f 50, when ____Position ____ S
Have you a relative in the employment of Brown's Department Store? Vosloo: o No 7)/

A PHYSICAL OR MENTAL DISABILITY WILL NOT CAUSE REJECTION IF IN BROWN'S MEDICAL OPINION YOU ARE ABLE TO SATISFACTORILY PERFORM IN THE POSITION FOR WHICH YOU ARE BEING
CONSIDERED. Alternative placement, if available, of an applicant who daes not meet the physical standards of the job for which he/she was originally cansidered is permitted.

Do you have any physical or mental impairment which may limit your ability to perform the job for which you are applying? N o]

It yes, what can be done ta your limitation? ” _—
:l':‘:;’e' a ':;2 Name of School City/State Graduate? Cuc": ':':A:m 2’::::
3 P [A Hel y Trin H\; Scrmton; PA G;nerad B
£ o High 3 | Crestview Junir H.S. Scranton, PA General 2
: st Hgh 3 | Warren Centra) H.S. [Serunton, PA College Pr C
uw Other — e —— — —— -_—
s Fndiana — Purdve Electronics
N 3 Universiy at Lndpls Lndpls, TN In"progress B
Branch of Date Entered Date of Highest Service-Related Skills and Experience
S5 Service Service Discharge Rank Held Applicable to Civilian Employmant
O
=z [United AJIC
=
5 - 2 <
s |States |p2-94 (415798 m{.mu, Radio and smal[ electronics repair
Aic Porce, First. Clags.

What experience of lraining have you had ofher than your work experience, military service and education? (Gommunity activities, hobbies, etc.) _

I am interested in the type of work | have checked

Sales / Office ______ Mechanical Warehouse Other (Specity): *J {CP‘U(‘

Or the tollowing specific job

| am saeking (chack anly one): | am available for (check oniy one)
_____ Temporary employment (6 days of less) __ Part-Time HOURS AVAILABLE FOR WORK
Seasanal employment (one season, e.g Christmas) ___ ¥ Full-Time ok Siinday 8 a.m. ~ Close
W Regular employment (employment for indefinita it part-time, indicate maximum hours per week Monday Ba.m. ™ close

period of time) and enter haurs available in block to the right Tuesday 8 Q. To C.‘O se

If temporary, indicate dates available i Wednesday 3 a.m, T elose

Have you been convicted during the past seven years of a serious crime involving a persan's lite o proparty? Thursday 8 a.m. o elose.

NO YES It yes. explain: B Friday, S am, i close

Saturday Loam., ™ c lose,

Adapted fromJIST Works, Inc
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Adapted fromJIST Works, Inc
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