[image: image1.wmf]
Job Seeking Unit

Mrs. Fletcher

Applications

What does your application say about you as a person? 

Rules for Applications


1. Be neat


2. Be complete. Don’t leave anything blank.


3. Follow directions.


4. Make it legible. 


5. Spelling counts.


6. Type it whenever possible. If you must fill it out there, print in blue or black 

     ink.


7. No white out, erasing, crossing out, or smudges. 


8. Make a copy of the application and practice once before you do the real thing.


9. Do not fold or wrinkle the application. Do not get it stained or dirty.


10?

How to obtain an application:

1. Be prepared for anything.

2. Make an effort to look professional.

3. Be courteous to everyone.

4. Have a resume and cover letter ready to leave.

Cover Letters

This is your first impression on paper.
Rules for Cover Letters

1. Typed and printed on a laser printer.

2. Use a light color of paper. No white. Paper should match your resume.

3. Business format. No indenting, everything to the left.

4. Spell check!

5. Read it for content and spelling. Does it make sense?

6. Ask someone else to read it for content and spelling.

7. Sign it.

8. If you mail it, use an envelope that is the same color as your paper.

9. Concise and interesting. 

10. Only one page.

11. All 12 point.

12. No fancy fonts. Only one font that is easy to read.

13. Nothing bold, underlined, or italicized unless this is the proper way to write it.

How to correctly type an address:

Joe Student

3661 Ponderosa Rd.

Shingle Springs, CA  95682

(530) 677-2281 

December 11, 2009
Ms. Susan Mears

Employee Search

P.O. Box 15

Los Angeles, CA  90017

Dear Ms. Mears:

In the first sentence, tell the person why you are writing to them. Then tell them how you heard of the position. Finally, put in an interesting sentence that will make them want to read more. You can also tell the person when you are available to work.

I am interested in the position of Farm Animal Technician. I learned of this position through an ad in The Sacramento Bee. I feel that I would be a good candidate for this position because I have spent the last six years of my life caring for animals.

The second and possibly the third paragraphs are about you as a person and your experiences that would make you a good employee. You can write about you previous work experience, your courses in school, leadership activities, or personal qualities.

My life has always included animals. I have raised and shown American Paint Horses for the past five years. Caring for these horses and seeing to their health has been a great experience. I have cared for animals recovering from colic, parasite infestations, and minor and severe injuries. As a member of the FFA, I am raising Suffolk sheep. This has been a new experience and I am enjoying learning about this species. I have taken Agriculture Science 1 and 2, and these courses have improved my knowledge and hands-on skills related to animals.

In addition to working with animals, I constantly try to become a better leader. I hold the office of Vice President of the Ponderosa FFA. I am also a member of the American Paint Horse Association and Sierra Paint Horse Club. I have played soccer for two years.

The final paragraph is a closing paragraph that should indicate your plans for follow-up contact and that your resume is enclosed. 

I am excited about the opportunity to meet with you to discuss the information I have described in my enclosed resume. I will contact your office within the next week. Thank you for your time and consideration.

Sincerely,

(4 spaces for signature)

Joe Student

Enclosure: Resume

Resumes

One page that explains who you are as a person and an employee.

Rules for Resumes:

1. Create a resume that fits your life and experiences.

2. Neat, clear, easy to read, organized.

3. No complete sentences. No “I” or “me”. 

4. Only one page.

5. Nothing smaller than 12 point. 

6. No more than 2 fonts. Pick fonts that are easy to read.

7. Spell check!

8. Read it and spell check it yourself. Ask someone else to read and spell check.

9. Use a high quality light-colored paper that matches your cover letter. No white.

10. Print on a laser printer. 

11. Your name is the biggest, boldest thing on the page.

12. Never list your references on the resume. You can put “References Available Upon Request” on the bottom. You do not have to have this.

Everyone must have:
Name, Address, Phone Number

Education

Other sections you could use:

Objective

Professional Skills

Work Experience

Special Projects and Skills

Honors and Awards

Leadership Activities

Community Activities

Community Service

Special Skills

Skills and Abilities

Achievements
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Hey! Why did I get fired?!
Not following directions can get you fired.

Tardiness can get you fired.

Excessive absences can get you fired.

Not doing assigned tasks can get you fired.

Complaining can get you fired.

Your appearance can get you fired.

Characteristics of a Good Employee:
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Basic Interview Format

1. Remember the Rule of 12.

2. Introduce yourself and shake hands.

3. Do not sit until you are invited to do so.

4. Sit with good posture.

5. The three phases of most interviews:

1. “Tell us about yourself.”

2. Experience, Situational, Informational Questions

3. “Do you have any questions for us?”

6. Be sure to thank the interviewer (s) and shake hands before you leave. 

