The Do's and Don'ts for Job Applications

Do:

· Fill out the application form neatly. 

· Check all spelling and if possible have a reliable person check over your application before turning it in. 

· Use a word processor to complete an application if possible. If it is not an option, use a typewriter to fill it out. If you must fill out the application at the place of employment, use a blue or black ink pen. 

· Answer every question. If a question does not apply to you, write "NA" (meaning Not Applicable). 

· Use your full name on the form as well as your complete address including zip code. 

· Fill in a specific job title if you are asked to list the job applied for. Do not write in "Anything." 

· Fill in the names of all the schools you have attended and the dates you attended them in reverse chronological order in the "Education" section. It may be helpful to write this information down ahead of time and have the list with you for reference. 

· Fill in any relevant work or volunteer experience in reverse chronological order under "Job Experience." You may also have this written out ahead of time. 

· Be prepared to provide the perspective employer with a list of references. Keep your references varied-a teacher, an ex-employer, a clergyperson or mentor. 

· Sign your name with a blue or black ink pen, even if you used a word processor or typewriter to fill out the form. 

Do Not:

· Cross out or scribble out mistakes. Ask for another form and start over slowly. 

· Use colored pens other than blue or black. 

· Use words you do not know how to spell if filling out the form at the place of employment. 

· Use nicknames. 

· List a salary requirement. Always fill in "Negotiable" if a salary requirement is asked. 

· Leave any blank spaces. 

· List friends or family members as references. 
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For additional help with job applications and interviews contact:

Nina Howard, WKHS Career Specialist

803-821-5232
The Do's and Don'ts of Job Interviews

Conveying the Right Image:

· When the interviewer enters the room, show your enthusiasm! Smile warmly, stand up and greet him/her with a firm handshake. Introduce yourself, making sure that you give your whole name and any suitable nickname ("Mike" for "Michael" or "Chris" for "Christine," etc.) that you commonly use. Address the interviewer as Mr., Mrs., Ms., or Dr. 

· Act as a perfect lady or gentleman. If the interviewer is female, let her take her seat before you take yours. For women, the proper way to sit in an interview is to either cross your feet or cross your legs. For men, keep your feet flat on the ground, especially if your feet are under a table or desk. 

· If you are nervous, do not show it. Be aware of movements such as fidgeting, leg bouncing, pen tapping, etc. Stop your nervous habits before they start! 

· If you are offered a drink during the interview, do whatever your body tells you. If you are thirsty, accept a drink. If you are not, then politely decline. NEVER eat during the interview. 

· During the interview, sit up straight and smile. Lean slightly forward to exhibit interest. Make direct eye contact with the interviewer several times during the conversation to show that you are genuinely interested. 

· Ask questions during the interview. The interview is a time for the employer to find out more about you, and it is also a time for you to find out more about the employer. Asking questions shows that you are genuinely interested in the company. 

· Do not, under any circumstance, talk negatively about former employers. If you had a bad experience, find a way to phrase it in the most positive light. Instead of saying, "I hated that dead-end job," try to say something like "My former job taught me many things, but I think my career would be better served in a position that allows for professional growth." 

· Do not bring children, friends, family, food or your cell phone. 

The Interview Questions
The number one statement by interviewers is "Tell me about yourself."  Be prepared for it. It will be asked, and it is almost always the first question asked. The interviewer is asking "What skills do you have?" "What goals do you have?" "What experience, training and education do you have?" and "Why should I hire you?" Practice answering this question to yourself over and over again until you feel you have a good answer to the question.

Questions NOT to Ask in the Job Interview
The following questions are considered inappropriate questions for the first job interview with a company:

· What is the salary? What types of benefits will I receive? 

· Is this job hard? 

· Will I have to work overtime? Will you pay me more? 

· Do people hate their jobs here? 

· Do not ask any questions that are answered in the company literature or in the help wanted ad. 

More Helpful Hints at:  http://www.meba.sc.com
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