
 
An application is often your first opportunity to make a good 
impression when searching for a new job.  The information 
you supply on a job application is initially screened to deter-
mine whether you meet the minimum qualifications of the 
position for which you are applying.  Your application is 
also considered by a committee during the oral examination 
process and by a separate hiring committee.  With so many 
people reviewing your application, it is important to ensure 
that your application is neat and well written. 
 
Things to Consider When Completing a Job Application 
 
When completing an application, there are several factors you should take into account:   
 

 Be prepared with the information needed to apply for the position.  You should gather  any infor-
mation you may need before you begin with the application process.  There is nothing more frustrating 
than having to stop what you are doing to look for additional information.  Applications require a complete 
job history for at least the past 10 years which would include employment dates, job title(s), job duties, sal-
ary information, employer address/phone number, supervisor name, and educational background.  Failure 
to complete all sections on an application may lead to your application not moving forward in the process, 
which is something you should avoid at all costs.  Our online employment center will soon allow you to 
create an application template which can be used to apply for multiple positions.  As long as you review 
and maintain the information on this template, submitting applications for positions within the District will 
be easy and fast.   

  

 Read the job description.  A job descr iption identifies all major  components of the job, from the es-
sential duties of the job to the required qualifications.  Reading a job description will help you gain an un-
derstanding of the position and to apply for positions that most closely match your experience and skill lev-
el.  Read each word on the description and take the time to understand what is expected from employees in 
the position.  You also want to make sure you understand the minimum entrance qualifications required of 
an applicant to avoid the frustration of finding out later that you did not qualify for the position.   
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Tips for Successfully  
Completing a Job Application 



 Read and follow instructions carefully and answer truthfully.  Many of our  examinations have a 
supplemental questionnaire, which aids the examiner in the screening process.  While it can be time con-
suming to complete, it is vital that you read each question thoroughly and answer them completely.  Fail-
ure to read the directions can cause you to answer the question improperly and  your application  may get 
disqualified.   

 

 Include relevant skills and experience.   Your  application should include the essential functions of 
your current position.  Listing specific examples will show the skills and experience you have acquired.  
It can also show how successful you are in your current role. 

 

 Ensure your resume and supplemental questions match your application information. The infor-
mation listed on a resume or in the supplemental questions should expand on the information submitted 
on the application’s statement of duties.  Listing new information that cannot be verified on your supple-
mental questionnaire creates uncertainty.  In order to ensure your application has a chance to move for-
ward in the selection process, make sure all the documentation and information you submit matches.  

 

 Proofread your application and resume before submitting.   Check for  all types of er rors on your  
application materials including spelling and grammar errors, typos, and missing information.  Proofread-
ing as your final step before submitting an application package can help you ensure that the information 
provided is complete and accurate.  

 

 Ensure that all of your submitted applications are consistent.  You should maintain consistency be-
tween all the applications you submit.  Be sure not to add or take away job duties based on the position 
for which you are applying.  Your application should provide a clear picture of all your essential job 
functions whether or not they are relevant to a new position.    

 
The goal when submitting an application is to be hired for a new position.  Therefore, you want to do every-
thing you can to make sure that your application moves forward in the examination and hiring process.   You 
can view an application as an audition for the job.  It is your first, and sometimes only, opportunity to im-
press an employer and show him/her that you are the perfect candidate for the position.  So completing your 
application in a neat, accurate, and organized fashion will be one of the key components for moving up the 
career ladder.   
 
We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on 
our bulletins: https://www.surveymonkey.com/r/6V2ZNB9 

https://www.surveymonkey.com/r/6V2ZNB9

