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WHY JOB 
APPLICATION 
ETIQUETTE MATTERS

1. First Imp ressions Count- Your job  
ap p lication is often the  first 
imp ression an emp loye r will have  of 
you.

2. Accuracy & Attention to  De tail- 
Prop e rly filled -out ap p lications show 
that you p ay attention to  d e tail and  
are  se rious ab out the  job .

3. Profe ssionalism- A we ll-org anized  
ap p lication d emonstrate s your 
p rofe ssionalism and  ab ility to  fo llow 
instructions.



KEY SECTIONS OF A 
JOB APPLICATION

• Pe rsonal Information: Name , ad d re ss, 
contact info  (make  sure  it’s current)

• Job  Title /Position: Ensure  you ap p ly for 
the  rig ht ro le /p osition

• Work Exp e rience : Includ e  re levant job s 
with clear d ate s and  re sp onsib ilitie s

• Ed ucation: Hig hest leve l of ed ucation, 
ce rtifications, and  re levant coursework

• Skills: Includ e  b oth hard  and  soft skills 
re lated  to  the  p osition

• Re fe rence s: Provid e  p rofe ssional 
re fe rences with up d ated  contact d e tails



STEP- BY- STEP GUIDE TO FILLING OUT 
APPLICATIONS

• Pe rsonal Information: Use  a p rofe ssional email 
(firstname .lastname@g mail.com) Ensure  your contact numb er is 
current.

• Job  Title /Position: Doub le -check you’re  ap p lying  for the  correct ro le . 
Match your ap p lication to  the  sp ecific job  d e scrip tion if p ossib le .

• Work Exp e rience : List job s in reve rse  chronolog ical o rd e r (most 
re cent first) and  includ e  job  d utie s and  achievements that match the  
skills req uired  for the  job .
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STEP- BY- STEP GUIDE TO FILLING OUT 
APPLICATIONS (CONTINUED…)

• Ed ucation: List your hig hest d eg ree  or re levant ce rtifications. If you 
have  no  formal ed ucation, focus on o the r q ualifications like  
ce rtifications or vo luntee r work.

• Skills: List te chnical skills (comp ute r software ) and  soft skills 
(teamwork, communication. Match skills mentioned  in the  job  
d e scrip tion to  your exp e rience .

• Re fe rences: Use  p rofe ssional re fe rences who can sp eak to  your work 
e thic and  skills. Always ask for p e rmission from your re fe rences 
b e fore  listing  them.
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COMMON MISTAKES 
TO AVOID

• Typ os & Sp e lling  Errors: Always p roofread  b e fore  
sub mitting . Small mistakes can hurt your chances.

• Leaving  Se ctions Blank: If a section d oesn’t ap p ly 
write  “N/A” instead  of leaving  it emp ty

• Inconsistent Date s: Ensure  job  start and  end  
d ate s match across your re sume  and  ap p lication

• Unp rofessional Email o r Phone  Numb er: Use  a 
simp le , p rofe ssional email and  make  sure  your 
voicemail is clear and  p rofe ssional

• O ve rload ing  with Irre le vant Information: Stick to  
re levant skills and  exp e rience  that d irectly alig n 
with the  job



AFTER SUBMITTING YOUR APPLICATION

• Follow Up : If you haven’t heard  b ack in a we ek o r two, consid e r fo llowing  up  
to  show inte re st.

• Pre p are  fo r the  Inte rview: Re search the  comp any and  ro le , and  p ractice  your 
inte rview skills.

• Stay O rg anized : Ke ep  track o f the  job s you ap p ly fo r and  any d ead line s o r 
fo llow-up  actions
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QUESTIONS? ? ?
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