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How to complete a job application....

REMEMBER!  The job application may be the employer’s first impression of you! So make it a good one by following a few simple rules:

1. Review the application before completing it - get your thoughts in order. Try not to 

     make mistakes!


2. Pay attention to detail. Complete all spaces on the application.


3. Print neatly and clearly and use blue or black ink.

4. Be sure to sign your name in the appropriate place and use your formal name rather

    than a nickname.

5. Use this fictitious address, phone number, FAX number and Email: 

12345 My Street

(Your City), CA   (Your Zip Code)

(661) 555-1234

FAX:  661-555-5678

    
Email: avstudent@ graduatingclass.com

6. Use this fictitious social security number: XXX-12-3456

The job application included in this portfolio model must be completed electronically (on the computer).  To do this, retrieve the application form from the auc (student) server at your school site and save it on a disk or on the hard drive.  You can then type right in the boxes (it is an electronic form).  Once all of the information has been typed in, print out the application and then sign it in black ink.  Additionally, students are allowed to:

1. Complete a college or a scholarship application rather than a job application and include it in his/her portfolio.

2. Collect an application form from an actual business and include it in his/her portfolio in the place of the one in this student manual.

3. Both of these options must be typed.
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