
Application Forms

 Employers take application forms very seriously.
 They will use them to compare applicants.
 They will check whether you have the right skills and 

enthusiasm for the job.
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Photocopy the blank form

 Before you start, make several photocopies of 
the form to use as practice forms. 

 Store the original safely so it stays in good 
condition - a chocolate-covered form will not 
present you in your best light!



Read the form

 Read the whole form through a couple of times 
to get a feel for what they are looking for.

 Note down where they want certain 
information to be presented.

 Check if there’s extra information you’ll need to 
find out from somewhere.



Get your details together

 Gather all the information you need before you 
start to write. 

 It’s a good idea to keep a list of key dates, 
qualifications, training courses as you do them. 

 This will save you time in filling out forms and will 
be really useful in a few years when you 
can't remember every course you’ve done!



When to complete the form

 Leave plenty of time to complete the form.
 Don’t leave it until the night before it’s due, 

because then it’s too late to find an important 
fact.

 Start the form at least one week before it’s due.
 Allow a few hours to get the first draft done.



What to do

 Follow all instructions exactly - if they ask for 
black pen, use black pen. If they ask for a 
hand-written form, handwrite it yourself.

 Applications that don’t follow instructions are 
often thrown away.

 Don’t leave any spaces blank - if a section isn’t 
relevant, write ‘N/A' (Not Applicable) in the 
space.



What to put in

 Plan what information to include in each section.
 Note how much space they have left for each 

answer - this shows how much detail they want.
 If you really can’t fit your information into the 

space, check if you are allowed to include it on an 
additional sheet.

 Think of ways to condense information by grouping 
items or leaving out details that are not as 
important.



What to put in

 It can be useful to have something to 
really make your application stand out. It could 
be a special qualification, a hobby you are 
good at or a personal achievement.

 Keep your application form formal (no slang or 
emojis!)



Making drafts

 Make several drafts, because applications 
improve with practice. 

 Ask a friend or teacher to read your drafts and 
make suggestions. 

 Ensure there are no mistakes in the final draft.



Photocopy the final form

 Keep a photocopy of the final form.
 This helps you to prepare for interview.
 This is also especially useful if you have gone to 

the trouble of tailoring the form to the job as 
there will be lots of useful information on there.



Sending it off

 A short cover letter is polite, referring to the vacancy and where you saw 
it. Make sure you use a large envelope so you don’t have to fold the form. 
Post it well before the deadline - a certificate of posting can be useful to 
prove when you sent it.



Application form video

 https://www.youtube.com/watch?v=xyFlWaLR6wI

https://www.youtube.com/watch?v=xyFlWaLR6wI


The Task

Module 8 – Career Management
Section A Challenge 2

 Practice filling in application forms for courses, 
traineeships, apprenticeships or jobs. You could:

 Get hold of a copy of an application form for a 
course or job that interests you.

 Print off three copies of the form.
 Use one copy to produce a draft of your 

application and get it checked.
 Use the second copy to produce a neat version.
 Discuss the neat version with others and make 

notes of any further suggestions.
 Complete a final copy taking account of any 

suggestions made.
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