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Introduction

The Job Search Skills training program is
designed to prepare vo I: for each phase of the job
searchfrom the employer contact ... to the
application .. . to the interview ... to the job.

How Does Job Search Skills Prepar You for the
Job Search?

Job Search Skills tells you the exact skills you
need to conduct a job search. And it gives you
ways to learn, practice, and apply the skills. It also
gives you a way to document or prove that you
have mastered the skills.

What Is So Special about the Job Search Skills
Program?

The Job Search Skills training program follows a
special course of instruction. It is called
individualized competency-based instruction.

Individualized Competency-Based Instruction

That is a long titie!

Individualized means it is designed for you
and your needs.
Competency-based instruction means the
instruction is based on competencies or
sets of

Individualized competency-based instruction is
special. It allows you to work on skills you need.



For example, do you have a properly prepared
resume? Yes? Then you do not have to develop
this competency. You already have it. You can
spend your time on competencies you need. Do
you need to spend more time on learning to
complete an application? Then do it. You can
match this program to meet your needs.

There is another advantage to an individualized
program. It allows you to proceed at your own
pace. You may find that some skills are easy for
you. They will require little time to develop. Other
skills may be especially difficult. Developing those
skills will require more time. You can determine
the time you spend on each skill. You can set the
pace.

But, don't allow yourself to become lazy! The
earlier that you can become competent in these
skills, the sooner you can go out and get a job.

What Are the Competencies Necessary For Job
Search?

Employers, placement officers, guidance
counselors, and personnel directors have helped
to identify five major job search competencies.
These are:

1.0 Prepare for the Job Search
2.0 Search for Available Jobs
3.0 Apply for Jobs
4.0 Interview for Jobs
5.0 Handle Job Offers

How Is This Individualized Program Built around
These Competencies?

Instructions for developing each of these five job
search competencies are in five separate modules.
This module contains instructions for
Competency 3.0: Apply for Jobs. Look at the
outline that follows. Find the competency
statement. It is listed by whole number. Example:

3.0: Apply for Jobs

7



3.0: Apply for Jobs

3.01: Fill Out Applications

3.01A. Anticipate Questions

3.018. Record Information Neatly, Clearly, Completely, and
Correctly

3.02: Present the Application

3.02A. Find Out Relevant Facts

3.02B. Seek an Appointment for an Interview

Each competency is broken down into tasks.
These tasks are parts of competencies. They are
the tasks you must do to develop the
competencies. The tasks are numbered with
decimals. Example:

3.01: Fill Out Applications
3.02: Present the Application

Each task is broken down into operational units.
Operational units are units of work. They are parts
of tasks. The operational unit to each task is
designated by letter. Example:

3.01A: Anticipate Questions
3.01B: Record Information Neatly, Clearly,

Completely, and Correctly

Read through the outline. Get to know the content
areas.

How Should You Begin?

First, learn how the module is organized. Turn to
the first operational unit. Each operational unit is
titled in this way.

8
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Competency 3.0: Apply for Jobs

Task 3.01: Fill Out Applications

Operational Unit 3.01A: Anticipate Questions

4

Next is the performance objective. This objective
is a statement. It describes three things:

The conditions under which you begin your
performance:

Given types of information requested
on application forms

The job-related performance expected of
you:

you will be able to list responses that
will be acceptable to employers

The standards of performance:

to the satisfaction of the instructor

Next are the steps you must follow to do the unit
of work. Example:

Step 1. Identify terms found on application forms.

Following are the procedures you must follow to
do the steps. Example:

a. Identify meanings of words used on
applications. Do Part 1 of Worksheet 3.01A.

b. Identify meanings of abbreviations. Do Part
2 of Worksheet 3.01A.

c. Identify employment terms. Do Part 3 of
Worksheet 3.01A.

Read the information. Follow the instructions.
Your instructor has copies of the worksheets. Be
sure to fill out your worksheets neatly and

9



completely. You will refer to them throughout the
program.

After you complete all the procedures and steps in
a unit, stop. Decide how you are doing. Seek help
from your instructor if necessary.

Next, rate yourself on the evaluation checklist.
Your instructor has copies of the evaluation
checklists. Then, show your worksheet and
checklist to the instructor. Your instructor will
check your work and rate you on the checklist.

This checklist is a helpfid tool, !t VIM! tell you the
sets of skills you have. It will tell your instructor
and prospective employerthe skills you have.

Now, before you begin this module, talk with your
counselor. Talk with your instructor. Review your
experiences. Are there some competencies you
can show now? For example, do you have a
properly prepared resume?

Read the evaluation checklists on the operational
units. Can you perform the steps? If so, see your
instructor. Ask him or her to evaluate you. Then,
find out which module to begin. Seek your
instructor's advice.

Now, begin to work on a competency you need.

Good luck! Enjoy the Job Search Skills training
program. Then get a job!

10
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Competency 3.0: Apply for Jobs

Task 3.01: Fill Out Applications

Operational Unit 3.01A: Anticipate Questions

Performance Objective: Given types of information requested on
application forms, you will be able to list
responses that will be acceptab.e to
employers to the satisfaction of the
instructor.

Step 1. Identiiy terms found on application forms.

a. Identify meanings of words used on
applications. Do Part 1 of Worksheet 3.01A.

b. Identify meanings of abbreviations. Do Part 2
of Worksheet 3.01A.

c. Identify employment terms. Do Part 3 of
Worksheet 3.01A.

Step 2. Prepare a list of facts. An application is
really a list of facts. It tells the employer facts
about you.

a. Assemble facts about yourself. Get your
record sheets, Worksheets 1.02A-1.02r1. Find
the following facts:

Personal Data (Worksheet 1.02A)
Name

Social Security number
Address
Telephone numbers

Date and place of birth
Citizenship

Emergency contact: person's name,
address, relationship, Lnd phone
Physician: name, phone, address

Position desired (Worksheet 1.02B)
Education and training inf,., !nation
(Worksheet 1.02C)

12
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Skills ( Worksheet 1.02D)
Work experience (Worksheet 1.02E)
Vc'unteer c;:perience (Worksheet 1.02F)
Special credits and involvements
(Worksheet 1.02G)
References (Worksheet 1.02H)

b. Make sure the facts are correct. Check your
spelling. Use a dictionary.

Step 3. Prepare to deal with facts that may keep
you from ge;ling hired. (Read Part 4 of Worksheet
3.01A.)

a. Select a way to list occupations of parents. Do
Part 5 of Worksheet 3.01A.

b. Select a way to list hospital or medical
treatment. Do Part 6 of Worksheet 3.01A.

c. Mention disabilities only in the interview. See
Part 7 of Worksheet 3.01A.

d. Select a way to mention crimes or
convictions. Do Part 8 of Wor ksheet 3.01A.

e. Select a way to show employers what form of
transportation is available to you. Do Fart 9 of
Worksheet 3.01A.

Step 4. Prepare to state c.,pinions.

a. Identify ways to answer questions like this:
"Are you in good he llth?" Do Part 10 of
Worksheet 3.01A.

b. Identify ways to answer this: "Have you had
any mental disorders?" Do Part 11 of
Worksheet 3.01A.

Step 5. Prepare to give personal choices.
a. Identify the date you can begin work. Do Part

12 of Worksheet 3.01A.
b. Identify the salary you would accept. Do Part

13 of Worksheet 3.01A.

Step 6, Decide if you want to list expected salary.
Do Part 14 of Worksheet 3.01A.

13



Now . . .

Are you in doubt about any part of the unit? If so,
seek help irom your instructor. Repeat the entire
unit.

Do you feel that you have satisfactorily completed
this unit? Then, take your worksheet to the
instructor for evaluation. Your instructor will
check your work ... and advise you, if necessary.

Rate yourself on the evaluation checklist. Ask your
instructx to rate you also.

11
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Competency 3.0: Apply for Jobs

Task 3.01: Fill Out Applications

Operational Unit 3.01B: Record information Neatly,
Clearly, Completely, and
Correctly

Performance Objective: Given application forms, you will be able to
fill out the applications to the satisfaction of
the instructor.

12

Step 1. Get the applications.

a. Look at Worksheet 3.01B.
b. Find the two different applications.

Step 2. Read instructions carefully. They are
different on each application.

a. Watch for Do Not Write in This Space. Follow
that rule.

b. Take your time. Make sure you understand
what to do.

c. Ask questions if directions are not clear.

Sz,.?p 3. Use your record sheets. Don't rely on
memory.

a. Get the record sheets from Operational Units
1.02A-1.02H.

b. Get the information from Operational Unit
3.01A.

Step 4. Print with a pen.

a. Think what you will say. Then print it.
b. Print neatly. Do not switch colors of ink.
c. Neatly draw lines through mistakes.

15



d. Ask for another application if you mess one
up. Make sure your application looks nice. It
is a reflection of you.

Step 5. Spell correctly.

a. Refer to your record sheets. Refer to the
spellings on these sheets. They should be
correct.

b. Use words you can spell.

Step 6. Answer all questions.

a. If a question does not apply to you, write N/A
(not applicable). Or make a dash. This shows
you don't have a response, but that you read
the item.

b. Be consistent. Always use N/A. Or always use
a dash.

c. Leave the space blank if you wish. Don't give
information that could cause a negative
response. Employers will wonder about blank
spaces. But they will ask you in the interview.

d. Make sure it is legal to leave spaces blank.
Laws may differ from state to state. Ask your
instructor for advice.

Step 7. Sign the statement of authorization.

a. Know what this statement does. It gives
employers permission to check your facts.
You must sign this statement.

b. Use your full name. Write your first name,
middle initial, and last name. Do it in this
order.

Step 8. Read the completed application.

a. Make sure your answers are complete.
b. Make sure the information is correct. Make

sure the spelling is correct.
c. Make sure your answers will be clear to the

employer. Avoid confusion.
d. Make sure your application looks neat.

I6
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Step 9. Take steps to improve this aspect of job
..orrt.

a. Meet with a group of participants.
b. Discuss what happened. Were you able to

complete the application? Why? Why not?
What questions gave you trouble?

c. Find ways to improve your applications. Get
advice from your instructor and other
participants. List steps you will take to
improve.

d. Meet again after you apply for jobs. Try to
improve each time.

Now ...

Are you in doubt about any part of the unit? If so,
seek help from your instructor. Repeat the entire
unit.

Do you feel that you have satisfactorily completed
this unit? Then, take your worksheet to the
instructor for evaluation. Your instructor will
check your applications . .. and advise you, if
necessary.

Rate yourself on the evaluation checklist. Ask your
instructor to rate you also.

14



Task 3.02
Present the Application
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Competency 3.0: Apply for Jobs

Task 3.02: Present the Application

Operational Unit 3.02A: Find Out Relevant Facts

Performance Objective: Given a completed application, you will be
able to find out facts that will help you obtain
an interview to the satisfaction of the
instructor.

Step 1. Find out about required employment tests.

a. Find out which tests you must take.
b. Find out when you must take the tests.

Step 2. Find out how long your application will
remain on file.

a. Make a note of this date.
b. File another application if you are still seeking

work after that date.

Now ...

Are you in doubt about any part of the unit? If so,
seek help from your instructor. Repeat the entire
unit.

Do you feel that you have satisfactorily completed
this unit? Then, see the instructor. Your instructor
will check your progress ... and advise you, if
necessary.

Next, rate yourself on the evaluation checklist. Ask
your instructor to rate you also.

19
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Competency 3.0: Apply for Jobs

Task 3.02: Present the Application

Operational Unit 3.02B: Seek an Appointment for an
Interview

Performance Objective: Given a completed application, you will
remain in contact with the employer until you
have secured an interview to the satisfaction
of the instructor.

18

Step 1. Hand the application to the personnel
manager (or hand it to whoever should receive it).

a. Personally give the application to the
individual.

b. Attach a copy of your resume to the
application.

Step 2. Find out when you can come in for an
interview.

a. Be positive. Ask if you may schedule an
interview.

b. Ask for the name of the person who will
interview you.

Step 3. Make return visits and calls.

a. Identify yourself and tell why you are calling.
b. Remind the personnel manager that your

application is on file.

Step 4. Analyze your follow-up approach.

a. Meet with a group of students.
b. Discuss your rate of success. Discuss reasons

why you have or have not been successful.
c. Ask your instructor to advise you and to

provide speakers who can advise you. For

20



example, personnel of'icers could offer
additional suggestions to you and other
students.

d. Meet regularly to discuss your progress.

Now . . .

Are you in doubt about any part of this unit? If so,
seek help from your instructor. Repeat this unit.

Do you feel that you have satisfactorily completed
this unit? If so, rate yourself on the evaluation
checklist. Then see your instructor. Discuss your
progress. Your instructor will rate you and advise
you, if necessary.

Continue to use the evaluation checklist to rate
yourself after you make each contact.

21
19



THE NATIONAL. CENTER MISSION STATEMENT

The National Center for Research in Vocational Education's mission is to increase
the ability of diverse agencies, institutions, and organizations to solve educational
problems relating to individual career planning, preparation, and progression. The
National Center fulfills its mission by:

Generating knowledge through research

Developing educational programs and products

Evaluating individual program needs and outcomes

Providing information for national planning and policy

Installing educational programs and products

Operating information systems and services

Conducting leadership development and training programs

For further information t.ontact:

Program Information Office
National Center for Research

in Vocational Education
The Ohio State University
1960 Kenny Road
Columbus, Ohio 43210-1090

Telephone: (614) 486-3655 or (800) 848-4815
Cable: CTVOCEDOSU/Columbus, Ohio
Telex: 8104821894
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