Planning 10 – Career Development Unit

Top Dos and Don’ts for an Application Form

DO read the application form through thoroughly before attempting to fill it in. It is important that you are entirely clear about what is required.

DON’T attempt to fill in the form without thinking first what you are going to put down. You should be clear in your own mind of what is required and of what you need to say.

DO include as much positive information as you can about yourself, as much as the application form allows. 

DON’T put down anything that is not strictly accurate. If you are untruthful or exaggerate about your qualifications or experience, you are likely to be found out at some point. This could lead to serious consequences later.

DO include information about yourself as a person as well as a candidate for a job. Often prospective employers want to know what you are like, what your interests or pastimes are.
DON’T waffle. If the application form asks a specific question to which you do not have a ready answer leave it unanswered or just say you do not know. An attempt to answer when you are unsure could do harm to your application.

DO make sure that your English is good and that the spelling and grammar are correct. This is the first contact a prospective employer has with you. You need to make a good impression.

DON’T be let down by carelessness in either presentation or information.

DO read through the completed form carefully. Only when you are entirely happy with it should it be submitted. 

DO be positive. A good application form, one which is focussed, clear and coherent is the first step towards securing you the job you want.  

DON’T leave any blanks in your application.  If something does not apply to you, put N/A in that place
DO write in blue or black pen only

DO bring all pertinent information with you (addresses, references, etc)

Online application forms: Dos and Don'ts

· DO read and follow instructions carefully before submitting your form.

· DO save your work as you go along - it can be helpful to come back later and look at it again with 'fresh eyes'.

· DO print out the completed copy, proof read it and get a friend or relative to check it.

· DO keep the printed copy to look at if you get an interview or to copy material from in the future.

· DON'T be tempted to complete the online form without first writing a draft.

· DON'T be too informal or treat it as you would e-mail.
· DON'T exceed any word counts specified within the form.

· DON'T use silly e-mail addresses to send it from (and use a sensible password in case you need to contact the employer to remind you of it!).

