ECD 4.02 - How to apply and interview for a job

Two sets of information are provided in this section. First are Employment Documents. Employment documents are the papers or documents that are used during the process of obtaining a job. These include the Cover Letter, Resume, and Job Application. Also provided is information about the interview process - before, during and after the interview as well as the four types of interviews. Please note that the numbers at the end of sentences are the questions the information relates to.
The Cover Letter

The purpose of the cover letter is:

1. To introduce the applicant to the potential employer

2. To inform the employer of your interest in a job 10
3. To describe qualifications

4. To request an interview 3
5. To bring attention to your résumé 9

When completing a cover letter:

1. State interest in the job 27, 3
2. Ask for an interview 28

3. Interest the employer in contacting you, the applicant 29

4. Highlight your skills 30

5. Check it for mistakes 31

The Resume
A resume is typically a one-page overview of your qualifications you send or provide to the employer prior to the interview. The resume highlights your skills that match skills required for the job 5,6,8
Resume Sections:

1. “Personal Data” section of a résumé lists your personal information such as “919-123-4567” 43
2. “Job Objective” section of a résumé lists the kind of work you would like to do such as “A position using counseling skills” or “Seeking a web page designer position” 44, 20

3. “Education” section of a résumé lists where you graduated  such as “Graduated from Smith High School” or “Graduated from Raleigh High School”18, 45

4. “Work Experience” section of a résumé lists where you have worked such as “ Volunteer office assistant” 19

5. “Skills” section of a résumé lists your skills such as “Able to create PowerPoint documents” or “Video game designer” 42

6. “Honors and Activities” section of a résumé lists honors or awards such as “Awarded perfect attendance certificate” or “Recognized as Most Valuable Player” 21

7. “References” section of a résumé lists persons who can tell the employer positive things about you such as “Mr. George Smith” using their full name.
The Job Application

A Job Application provides employers with the first impression of a potential employee. In addition to gathering information about an applicant, an employer sometimes requires applicants to complete job application forms to see how well they read. (26) 
A job application tells the employer:

1. The job you are interested in, 1

2. The date you can start 1

3. The names of your references. 1

4. Your former employers 2

5. How much money you want to make 2

6. Your personal data 4

7. Schools you attended 4

Job application sections:

1. “Employment Desired” section  of a job application lists what job you are interested in, Such as “Web page designer” 16, 1

2. “Previous Employers” section of a job application lists your previous employers, such as “City Grocery Store” 15, 2

3. “Education” section of her résumé lists the schools you have attended such as “Graduated from Smith High School” 18, 4

4. “References” section of a job application lists persons who can tell the employer positive things about you such as “Robert White” while not just providing their job title 17, 1
5. “Employment Desired” section  of a job application lists what job you are interested in, Such as “Web page designer” 16, 1
When completing a job application, take your time completing it. Check it for errors. If a mistake is made when completing a job application, complete another application 24, 25, 7

The Interview

Before an interview:

1. Practice interviewing skills 32

2. Decide on questions to ask 33

3. Decide what to wear 34

4. Research the company 36

5. Learn information about company 35

During the interview:

1. Speak clearly 23

2. Show interest in the job 37

3. Show confidence 38

4. If a question is unclear, ask for clarification 39

5. Discuss experience you have that is similar to the type of job you are interviewing for. Example: If interviewing for a camp counselor job, discuss camping experiences 22

After the Interview:

1. Thank the interviewer 41

2. Send a thank you letter to the employer 40

Types of interviews: 

1. Formal - Frank met with an employer to discuss his qualifications and make the employer interested in hiring him.   11,

2. Informational -  Anna talked with several employers about their companies and the qualifications needed to work for them.  12
3. Telephone - Linda was contacted by a company who talked with her about the skills she has to work for the company.   13

4. Group - Christi met with several company employees at one time to discuss her skills and qualifications to work for their company.  14
