
 

 

Tips for Completing Job Applications 
Employers use job applications to gather information about your 

qualifications, and to compare you to other applicants. 
 
 

Follow directions:  
 Avoid having your application rejected because you filled it out incorrectly.  
 Read the entire application before you complete it.  
 Pay close attention to what is being asked and how you are expected to respond.  
 Do not write in sections that say "Do Not Write Below This Line" or "Office Use Only."  

Fill it out Neatly:  
To make sure your application creates the best impression and provides the information that the 
employer needs to determine your qualifications.  

 Prepare a personal data sheet with information that might be requited on the application.  
 Make sure you have no grammar or spelling errors.  
 Use "white out" when fixing minor errors. Use it sparingly.  
 Do not use abbreviations, except for "n/a" (not applicable)  

Respond to All Questions:   
If a question does not apply to you, use “n/a” to indicate that it is not applicable. This shows the 
employer you did not overlook anything.  

Position Desired:  
When answering the question, "Position Desired?" avoid leaving it blank. Also, don't use the responses 
"Any" or "Open".  

 When you are not applying for a specific position, state the name of the department in which you 
wish to work.  

Salary Requirements:  
Employers may use this question to screen out applicants.  It is best to give a salary range or to respond 
with "negotiable." Use one of these responses even if you know the wage. This leaves you room to 
negotiate a higher wage.  

Reasons for Leaving:  
Choose your words carefully when responding to this question. Avoid using the words "Fired," "Quit", 
"Illness," or "Personal Reasons." These responses may reduce your chances of being hired.  

References:  
Most applications will ask for references.  

Be Positive and Honest:  
During your job search, you want to present a positive, honest picture of yourself.  

 Avoid any negative information.    
 Honestly answer all questions. The information that you provide may become part of your 

permanent employment record. False information can become the basis for dismissal.   
 Provide only the information that the employer is seeking or that is necessary to sell your 

qualifications.  
Target Your Qualifications:  

Many applications have limited space to record your skills, experience, and accomplishments. Increase 
your chances of gaining an interview by carefully selecting what you will include on the application.  

 Include only those qualifications that you feel meet the specific needs of the job. 
 Attach a resume that details your skills, experience, and accomplishments.  

 
 

Adapted from Creative Job Search, MN DEED, and MN Department of Human Rights. 


