Job Application Project

Objective:  Using the Word template provided, fill out a Job Application.

Background:   The economy is booming and there are four companies looking to hire you, the recent college graduate!  There are company advertisements posted on Mr. Stephenson’s Farmwell website.  He has also put a Job Application template (outline) out on the global drive to help you apply for the position.  Applications are part of the employment process and are used to screen potential candidates for jobs that may be available in a company.  They highlight your education, skills, experiences, and interests.  It is usually the first step in the employment process.  Once your application is approved, you will be asked to come in for an interview.  Be sure your skills and interests match what the company is looking for.  Be accurate!

Please follow directions closely on how to download the file to your keyboarding folder.  Once there fill out the information.  An example is included for your reference.

File Downloading:  On your computer, go to the “My Computer,” double click on it.  You will see a computer icon called “Global on Fms01 (G).”  Double click on it.  Scroll down until you find the folder that says “Stephenson.”  Double click on the folder.  There you will find the resume template called “JobApplicationTemplate.doc.”  Open the file and save it to your computer by calling the file “Last name_JobApplication.doc.”  Save it to your keyboarding folder.  

You are ready to start!!!

Requirements: 

1. Read through all of the questions on the Job Application.

2. Complete ALL information requested

3. Review the document to be sure there are no typographical errors.  

4. It should all be no more than 2 pages

5. Complete sentences ARE NOT required for the application

6. Where it states “Company Name,” please put the company that you are submitting the application.

7. Where it states “Company Logo,” please find a graphic or picture that represents the company you are interested working for.

8. Where it asks for Signature, please type in your name using FreeStyle Script Font, size 26

9. When you are done, have Mr. Stephenson review it PRIOR to saving.  

10. Save the file as “Last Name_JobApplication.doc” to your keyboarding folder.  Next, copy it to Mr. Stephenson’s Global Folder, in the appropriate Block InBox for grading..

No typographical or spacing errors will be accepted.  Please proof read and follow directions!

A copy of the completed application has been provided for you to review. 
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JOB APPLICATION FORM

 GUIDELINES

Please fill out all information correctly and accurately. Any false information may result in rejection of your application or termination of employment.

Position applied for:

	Position Applying For: Senior Sales Position


	Salary Requirement: $50,000-75,000 plus commission and bonus package


1.
Applicant’s details         

	Title:
	First Name:
	Last Name:

	Mr.
	David
	Stephenson


	Home address: 

	PO Box 307

Ashburn, VA 20146


	Telephone Information

	Home:
703-555-2222

	Work: 703-878-1111

	Mobile (If applicable): 703-222-3333


	Email address (If applicable):  drs1987@nowhere.com


2.
      employment Record/STUDENT INFO.     

Please start with your most recent employment.  If you are currently a student, please list your current school. 

	1. Current/most recent employer/organization.  If student, list current school.

	Name: Farmwell Middle School

	Address: 44281 Gloucester Parkway, Ashburn, VA 20147

	Current Grade/Position: Keyboarding Teacher

	From: 2005
	To: Present


	Brief description of accomplishments: Curriculum based on business projects, realworld principles

	Areas of interest include: Technology, Computers, Business,  Web development.  

Awards include: Teacher of the Year Finalist, 2006; Voted “Most Technologically Advanced” and “Most Gullible” by Thunderbirds students.



3.
Education

Please tell us about your education. Include relevant courses which you are currently taking. Please start with the most recent.  List the other schools you will attend (ie. Middle School, High School, College you want to attend)

	School
	Years
	Studies/Courses
	Grades

	Herndon Middle School
	1977-1978
	High School Prep.
	A-B Student

	South Lakes High School
	1979-1983
	College Prep.
	A-B Student

	Virginia Tech
	1983-1987
	BS Marketing/Minor English
	English GPA: 3.8

Marketing GPA: 3.9


4.
Experience / Skills

This section is for you to list your skills.  Please be specific. 

	Computer related skills include, Windows, Internet/Web Development, MS Office.


5.  references

Please give name, address and position/occupation of a referees. Personal references are acceptable.

	Name: Mrs. Thomas

	Position:  Keyboarding Teacher

	Organization: Farmwell Middle School

	Address: 44281 Gloucester Parkway, Ashburn, VA 20147


	Phone: 703-252-2320


6. Criminal convictions

	Do you have any criminal convictions?
No
If Yes please give details on a separate sheet, this should exclude any spent convictions under Section 4(2) of the Rehabilitation of Offenders Act 1974.


7. declaration and signature

	The information supplied in this application form is accurate to the best of my knowledge.

Signed:    Mr. Stephenson
Date: January 15, 2009


By signing and returning this application form you consent to XYZ Company using and keeping information about you provided by you – or third parties such as referees – relating to your application or future employment. 

This information will be used solely in the recruitment process and will be retained for six months from the date on which you are informed whether you have been invited to interview, or six months from the date of interview. Such information may include details relating to ethnic monitoring and disability: these will be used solely for internal monitoring and will not be disclosed to any third party.   

Thank you for completing the form.




M2 Bird Sitters, LLC








