
A Guide to Completing an Application Form

THE APPLICATION FORM

When you apply for a job, many organisations will ask you to complete an application form. Thoroughly read both the application form and any other information you have been given, usually a job description, job specification and/or information about the employer BEFORE completing the application form. Photocopy the form and practice on this first. Remember that the presentation and content of your application form determine whether you will be called for an interview.

The application form should look clean and tidy. Make sure your handwriting is clear. Follow any instructions carefully, e.g. “use black ink”, “complete in block capitals”, “leave blank”. If there are any questions you cannot provide information for, do not leave them completely blank but use N/A (not available; not applicable) or N/K (not known) as appropriate. It is a good idea to use black ink as the form may have to be photocopied.  Most application forms follow a similar format, although the length of them and the wording of questions may vary. They usually ask for the following information (most of which will be on your CV).

Personal details: i.e. name, address, date of birth, telephone number. Some forms ask for nationality/place of birth/marital status/number of children, etc.

Education/Qualification: details of secondary school and colleges attended, examinations you have taken, are to take. Remember to include any qualification achieved by continuous assessment rather than an exam. Put in any part-time or short course attended or any certificate obtained through hobby/leisure interests.

Interests/Hobbies: information about you as a person, what you enjoy doing. Sometimes these can be linked to jobs, e.g. contacts with people or being good at practical work. Try to give fuller information than just ‘reading’ or ‘music’.

Employment record: details of jobs you have had (include part-time jobs) and any voluntary experience.

Personal statement: a section where you write about yourself and why you would be suitable for the job. This should be answered as well and as fully as you can. Explain your interest in the job, mention how your past work experience or knowledge would be useful. Match your skills and knowledge to the job requirements.

Other relevant information: include information on, for example, Word processing and other computer skills; involvement with local community groups, clubs, societies, etc.; driving licence; language skills (and at what level); use of machinery/technical equipment; first aid; other knowledge relevant to the job.

Health: some forms may ask about your health, eyesight, any disability, etc…

Referees: you should give the names of one or two people, e.g. an employer or a tutor/lecturer, who would be willing to give you a reference. Before putting someone’s name down you should always ask his/her permission first.

