Section 6: Applying for Jobs
Job applications are a tedious but essential step in looking for work. Applications require a
significant time investment and serious attention to detail, but they are a necessary step
toward landing a job interview. Certain information, such as personal contact details, is always
required, but other application questions vary by employer. Offering plenty of practice filling
out different types of applications will prepare participants to complete job applications on
their own in the future.

HIGHER, A TECHNICAL ASSISTANCE PROGRAM: Lutheran Immigration and Refugee Service received $225,000
through competitive funding through the U.S. Department of Health and Human Services, Administration for
Children and Families, Grant #90RB0049-02. The project is financed 100 percent with federal funds. The contents
of the materials are solely the responsibility of the authors and do not necessarily represent the official views of
the U.S. Department of Health and Human Services, Administration for Children and Families.

Section 6: Applying for Jobs

This section covers where to look for job applications, as well as tips and practice activities for
completing paper and online applications. Cover letters should accompany applications and are
introduced in this section too.

Learning Objectives
After completing the activities in Section 6: Applying
for Jobs, participants will be able to:
 Request job applications in person.
 Find job applications on-line.
 Successfully complete written and online
applications using their resumes.
 Track their job application submissions.
 Compose a simple cover letter.

Key Vocabulary
Application: questions on paper or online that need to be answered in order to get a job
interview
Cover letter: a document that introduces your skills and interests to the employer
Graduate: complete a school or training program
Degree: academic rank conferred by a college or university after a course of study (for
example, Bachelor of Arts – B.A.)
Crime/Felony: conviction of wrong-doing in a criminal court in the U.S. A felony is a
crime that typically involves violence.
Current: happening now (for example, “I am currently looking for a job.”)
Previous: happened in the past (for example, “I was an engineer in the past, when I
lived in Iraq.”)
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Included Activities
6.1 Where Can I Find a Job Application? Understanding the purpose of a job
application and knowing where to look
Help Wanted - Sign*

6.1A

Asking for an Application - Scenario Cards

6.1B

6.2 How to Complete a Job Application: Application guidelines and practice
Job Application Tips

6.2C

Example Job Application for Employment

6.2D

Jan’s Application

6.2E

My Personal Information - Worksheet*

6.2F

Personal Information Vocabulary - Worksheet*

6.2G

6.3 Online Job Application Practice
Job Application Tracker

6.3H

Do These Three Things – Get the Job Blog Article

6.3I

6.4 Application Cover Letters
Cover Letter Example

6.4J

My Cover Letter - Worksheet

6.4K

6.5 Additional Resources
*Indicates either that the activity works well for a wide range of English levels or that a
beginner English level extension option is included. Non-asterisked activities are appropriate for
participants with intermediate to advanced English levels.
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6.1

Where Can I Find a Job Application?

Activity Overview
The first step to completing job applications is knowing where to find them. This lesson has
participants review the job search steps to see where applications fit into the process and to
practice dialogue in order to build confidence in asking for applications, in person.

Materials Needed





Whiteboard and markers
U.S. Job Cycle Photo Cards (2.4H)
Help Wanted sign (6.1A)
One set of Asking for an Application Scenario Cards for every six participants (6.1B)

Procedures
1. Review the steps in the U.S. Job Cycle by passing out the U.S. Job Cycle Photo Cards
(2.4H) to participants. Ask them to work together to put the cards in the correct order.
2. Correct any out-of-order steps, and hold up the “Apply” card. Ask participants what they
know about applying for a job. An application is a set of questions on paper or online
that need to be answered to get a job interview. Ask:
 Did you have to complete a job application to get a previous job?
 Do you know where to find a job application?
3. Explain that participants can find job applications by asking in person or by searching
online. Tell them, “There are many different websites where you can search for job
openings and find applications using the computer. First, we are going to practice asking
for an application in person.”
4. Show participants the Help Wanted sign (6.1A). Let them
know that if they see a sign like this, the company is looking
for workers. It’s okay to ask a business about job
opportunities, even if there is no sign. Ask participants if they
have noticed any signs like this around their neighborhood.
5. Ask participants to work with a partner and pass out the Asking for an Application
Scenario Cards (6.1B). Give them a few minutes to practice reading the situation, and
then ask them to take turns acting out their scenario for the class.

4

Section 6: Applying for Jobs

6. Discussion questions:
 Where can you go to ask for a job application?
 What should you wear to ask for an application?

Extension Options


Field Trip or Homework: If the resettlement office is near
stores or a shopping mall, take participants out to ask for
job applications so they can practice this in person.
Alternatively, find a job fair to attend where participants
can ask multiple employers for applications in a short
period of time. If a field trip doesn’t work for your class
setup, challenge participants to bring in one job
application as a homework assignment. The benefits are
two-fold: they practice requesting applications and they
can also practice filling them out correctly.
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6.1A
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6.1B

Asking for an Application - Scenarios
Example #1
Bu Htoo: Hello, my name is Bu Htoo. I’m looking for a job. Are you hiring?
Tami: Yes, we are looking for a cashier.
Bu Htoo: Great. How can I apply?
Tami: (hands Bu a piece of paper) Here is an application.
Bu Htoo: Thank you. I’ll bring it back tomorrow.
Tami: That sounds good. See you then!
Bu Htoo: Goodbye!

Example #2
Juan: Hi, my name is Juan. I would like to work here. Do you have a job application?
Dora: You can go online to apply for a job.
Juan: Thank you. What is the website?
Dora: It is www.storename.com
Juan: (writes the website on a piece of paper) Thank you very much. Goodbye!

Example #3
Tsega: Good afternoon. How are you today?
Alex: Fine, thanks. How are you?
Tsega: I’m doing well. I’m looking for a job. Do you have an application?
Alex: We’re not hiring right now, but you should check back in a couple of weeks.
Tsega: Thank you. I’ll come back again later to ask. Bye!
Alex: See you later.
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6.2

How to Complete a Job Application

Activity Overview
Perfecting a job application is challenging enough when writing it in a native language, not to
mention completing it in a second language. Give participants lots of practice using application
homework assignments.
This activity incorporates the Higher Online Learning Institute’s eLearning module, “How to
Complete a Job Application,” parts one and two. While this activity focuses on paper
applications, the tips introduced apply to online applications as well.

Materials Needed









Job Application Tips (6.2C)
Example Job Application for Employment (6.2D)
Pens with blue or black ink
Computer, projector and screen, or TV
Access to Higher’s Online Learning Institute
Jan’s Application (6.2E)
My Personal Information Worksheet (6.2F)
Personal Information Vocabulary Worksheet (6.2G) for beginner English option

Procedures
1. Review the previous activity by asking participants:
 Why do we need job applications?
 Where can you find job applications?
 What should you do with the application once you get it?
2. Let participants know that this activity practices paper applications. Pass out the Job
Application Tips (6.2C). Ask participants to take turns reading the tips, clarifying any new
vocabulary as needed.
3. Pass out copies of the Example Job Application for Employment (6.2D) and make sure
participants have a copy of their resumes and a blue or black pen. Tell participants to fill
out the application together as the class watches the Higher Online Learning Institute’s
“How to Fill Out an Application” module. (Located on Higher’s Online Learning Institute,
under “Courses.” Look for “How to Fill Out an Application.”) Guide participants through
the module, pausing regularly to give them time to fill out the Example Job Application.
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4. Next, participants will review an application that has several mistakes on it. Pass out
Jan’s Application (6.2E) and ask participants to circle everything that is incorrect,
referring to the Job Application Tips as a reminder of application etiquette. Ask
participants how many errors they found, and ask them to name each one and explain
why it is incorrect.
5. Explain that not all applications look the same or ask the same questions. Some paper
applications will have lines to write on and others will use boxes. Pass out the My
Personal Information worksheet (6.2F) and ask participants to practice writing neatly in
the three different formats. This is also good writing practice for those who have not
memorized their new contact information.
6. Discussion question:
 How do you think online applications might be different from paper
applications?
 What are some things you would like the employer to know about you that
aren’t included on an application? When will you be able to share those things?

Extension Options





Additional application practice: Collect paper copies of applications from partnering
employers and assign them as homework for participants or in class for participants who
finish assignments early. If participants need extra support, ask a volunteer to work
together one-on-one with them to complete a copy.
Personal information practice: Use the Personal Information Vocabulary Worksheet
(6.2G) to review key words with beginner English speakers.
Assessment questions: Many online applications include assessment questions that are
geared toward identifying personality characteristics or behaviors. Discuss how these
might be similar to behavioral interview questions and visit CEB/Gartner’s website to
see sample assessment questions.
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Job Application Tips1
1. Follow directions.


Read the entire application before you start it.



Do not write below sections that say "Do Not Write Below This Line" or in
sections that say "For Office Use Only."

2. Give complete answers.


Respond to all questions. If a question does not apply to you, use "n/a" to show
that it is “not applicable.”



Do not use abbreviations, except for "n/a" (not applicable).

3. Always use your resume.


The information you put on a job application should be exactly the same as the
information on your resume.

4. On-paper applications:


Write out responses on a separate sheet of paper or a copy of the application
before completing the final application.



Use a black or blue pen.



Use your best handwriting!



There should not be any grammar or spelling errors. Ask someone else to read
the application to look for any mistakes.



Use white correction fluid to fix minor errors, but start over if you make more
than two or three mistakes.

Common Application Words:







1

Graduate: Complete a school or training program
Degree: Academic rank conferred by a college or university after a course of study
(for example, Bachelor of Arts – B.A.)
Crime: Conviction of wrong-doing in a criminal court in the U.S.
Felony: A felony is a crime that typically involves violence.
Current: Happening now (for example, “I am currently looking for a job.”)
Previous: Happened in the past (for example, “I was an engineer in the past, when I
lived in Iraq.”)

Adapted from CareerOneStop (https://www.careeronestop.org/JobSearch/Resumes/job-applications.aspx)
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6.2D
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6.2D
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6.2E
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6.2E
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My Personal Information
Paper applications ask for information in different ways. Practice completing your personal
information below by writing in the boxes (on the lines).

PERSONAL INFORMATION
First Name

Last Name

Street Address
City

State

Phone Number

Zip Code

Email Address

PERSONAL INFORMATION
_____________________________________________________________________________________
Last Name

First Name

M.I.

_____________________________________________________________________________________
Street Address

City

State

Zip Code

_____________________________________________________________________________________
Phone Number

Email Address

PERSONAL INFORMATION
Last Name

First Name

Street Address

City

State

Zip Code

Phone Number

Email Address

15

Section 6: Applying for Jobs

6.2G

Personal Information Vocabulary
Draw a line to match the job description word with the correct meaning.

Name

Street Address

City

State

Zip Code

Phone Number

Email Address
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6.3

Online Job Application Practice

Activity Overview
Practicing online applications reinforces participants’ understanding of the tips and vocabulary
covered in the previous activity. This activity is best carried out with volunteers who can help
address individual questions or assist participants with limited computer skills one-on-one. If
there are not enough computers for every participant, set up stations where participants can
rotate through working on additional paper application practice to computer application
practice.

Materials Needed






Whiteboard and markers
Computers
Job Application Tracker (6.3H)
Pens or pencils
Do These Three Things – Get the Job Blog Article (6.3I) for advanced extension option

Procedures
1. Ask participants what job application tips they remember. What would they tell a friend
who was working on a job application? Write answers on the board.
2. Let participants know that all of those tips apply to online applications too. Today’s
activity practices an application on a computer. There are a couple additional tips they
should know for completing an online application: 2
 You will need to register with the job or company website. This means that you
will likely create an account by choosing a login name and password. Many
websites will use your email address as your login.
 Some online applications will require you to attach your resume as a PDF, text,
or Microsoft Word file. Make sure you have a digital copy of your resume
available before you begin.
3. Pass out the Job Application Tracker (6.3H). Let participants know that since online
applications typically require a login and password, they should track any applications
that are submitted by writing down the date of application, company, position, and
username and password. Give an example entry to ensure understanding of the
tracker’s purpose.
2

https://www.careeronestop.org/JobSearch/Resumes/online-applications.aspx
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4. Before participants get started, they should:
 Have a printed and digital copy of their resume
 Have a Job Application Tracker or paper to write down login information.
 Ensure they have 1-2 hours available to complete the application.
5. Pair participants with volunteers if possible and invite them to look for jobs on websites
such as CareerOneStop.org, Indeed.com, or Monster.com. When they find a job that
they are interested in, have the volunteer guide them through the online application,
checking their grammar and spelling.
6. Discussion questions:
 Why do more people find jobs from networking than by submitting online
applications?
 How can you make an online application stand out?

Extension Options




Do These Three Things – Get the Job: Give advanced English participants a copy of the
Higher blog article (6.3I) and ask them to read it and answer the three questions at the
end as a homework assignment.
Create an Online Application: Use Google Forms to create an online job application with
common questions. Share the link with participants for additional practice, and their
responses can be returned to you for checking. This also makes a great volunteer
project.
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6.3I

Do These Three Things – Get the Job3
In order to get hired, there are some basic requirements – here are three:
1. They must know you exist.
2. They must hear you.
3. You must connect.

They must know you exist
Submitting a resume or online application (along with hundreds of other people) isn’t enough
for someone to know you exist.
In order for them to know that YOU exist, a real person must read it, not just a computer
program scanning your application for key words and prestigious universities.
How do you get a person to read something?
You must either have an exceptional resume and application (think top 5% of all applications
they receive), OR deliver something interesting and valuable to a real person.
Use your network to get a phone number, an email address, or an appointment; when you get
someone’s attention, be prepared with a creative pitch that demonstrates the value you can
contribute to their organization or cause.
You can also let people know you exist by developing a portfolio and reputation for excellent
work. You can start this wherever you are right now; you don’t need an invitation or a call from
a recruiter. Volunteer to lead a special project in your current job or your community, publish
something about the work you do, or speak to a group on a topic you have expertise in.

They must hear you
Once they know you exist, they must be willing to take time to hear what you have to say.
People will take the time to hear you when your job search is smarter, not louder. Louder is
more resumes sent out, more online job applications completed. Smarter is taking the time to
produce more thoughtful, more creative applications.
Even if you have a real person’s email address, sending a resume will not necessarily result in
them hearing you. A phone call is better; an in-person meeting is best.
Once you have their attention, make your case, present your point of view, and showcase your
expertise and your passion.
3

Higher blog post by Dr. Rex Foster (http://higheradvantage.org/do-these-three-things-get-the-job/?s=resume#)
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6.3I

Spend some time learning what would be of interest to the recipient of your application, and
treat this communication like a proposal that demonstrates your genuine interest in them and
showcases you and your expertise.
A short, compelling proposal demonstrating why they should consider hiring you does two
things that a resume and cover letter do not: 1) It demonstrates initiative and creativity on your
part; 2) It provides the potential employer with an idea that might be of value to their business.
Employers will always have time to hear someone who offers them value.

You must connect
A boring resume or awkward phone conversation will not make a meaningful connection. The
connection will come when you demonstrate that you understand something about them and
that you have value to offer.
To connect with a hiring manager or decision maker, do this homework:
 Know what problem they are trying to solve: For example, they might want to sell
more stuff to more customers.
 Clearly explain how you can solve it: Demonstrate that you have the skills, experience,
connections, ideas, etc.
 Convey that you already understand something about the organization or
industry: Assure them that you will not cost them unnecessary time and money and
that you fit in with their company culture.
At the end of the day, you must think like the employer. What if you were on the inside trying
to get work done and you had a position to fill, hundreds of applicants, and no time? Make it
easy on them.
Stop sending out hundreds of resumes to every job posting you find. Spend more time on those
few that really interest you, and deliver a customized, personalized application proposal that
reflects you and the value you offer.
Be heard. Connect. Get the job.
Answer these questions about the article.
1. What three things does the author say that you must do to get hired?

2.

Is it better to send out many, many job applications or focus on a few? Why?

3. How can you think like an employer?
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6.4

Application Cover Letters

Activity Overview
Cover letters should always be included with a resume or application unless the job listing says
not to send one.4 This activity prompts participants to think about what makes them stand out
from the crowd when applying for a job and to draft a cover letter that can be typed and saved
on the computer.

Materials Needed






Whiteboard and markers
Cover Letter Example (6.4J)
My Cover Letter Worksheet (6.4K)
Pens or pencils
Computers

Procedures
1. Tell participants that cover letter are often included with applications. A cover letter is a
document that introduces your skills and interests to the employer. Here are talking
points to further explain a cover letter:
 A cover letter includes information that is not on your resume. A resume
includes facts about your experience, but a cover letter explains why you are a
perfect match for the job opening. You can tell more about your personal
strengths and interests.
 You should not use the same cover letter for each job application. Each time you
apply for a job, the cover letter should be changed to match that specific job’s
requirements and needs.
 Always include a cover letter unless the instructions say not to.
 Like your resume and application, the grammar and spelling in a cover letter
should be perfect.
 A cover letter should be brief, typically not more than one typed page.
2. Pass out copies of the Cover Letter Example (6.4J). Ask for participants to read it out
loud, and discuss these questions together:
 What information is included in this cover letter?
 What do you notice about the format (look) of the letter?
 Do you think Tessa is a good candidate for the job? Why or why not?
4

https://www.careeronestop.org/JobSearch/Resumes/cover-letters.aspx
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3. Pass out copies of the My Cover Letter Worksheet (6.4K) and review the different
sections of a cover letter. If they do not have a specific job in mind to apply for, write an
example of employer contact information on the board that can be used in the heading.
Give participants 15-20 minutes to draft their cover letter using the prompts.
4. Ask participants to trade cover letters with a partner. What did they learn about their
partner by reading his or her cover letter?
5. Encourage participants to type their cover letter draft using a computer. Be sure to save
each draft. If participants finish early, challenge them to pick a different position and
think about how they need to change their cover letter to fit that job.
6. Discussion questions:
 What should someone applying for a childcare position say in their cover letter?
How would that cover letter be different if applying for a cook job?
 How can you be sure the grammar and formatting on a cover letter is correct?
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6.4J

Cover Letter Example
Tessa Walu
900 Walker St.
Tampa, FL 32084
(200) 123-0000
March 1, 2018
Mr. Kevin Jones
Safeway Store
132 Main St.
Tampa, FL 32084
Dear Mr. Jones:
I am delighted to submit my application for the head cashier position at Safeway
Grocery Store. I shop at your store for my family’s groceries and always enjoy the
friendly customer service. Last time I was there, I was happy to see the sign that you
were hiring cashiers.
I have ten years of experience working at a market in my home country. My favorite
part of the job is meeting new people and making sure they find what they need. I like
helping people and always have a smile on face. I also pay close attention when
handling money, making sure every customer transaction is accurate.
I have attached my resume so you can see more about my work experience and skills.
Thank you for your consideration. I look forward to hearing from you and can be
reached at (200) 123-0000.
Sincerely,

Tessa Walu
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My Cover Letter
Heading
___________________________
Your First and Last Name

___________________________
Your Street Address

___________________________
Your City, State and Zip Code

___________________________
Your Phone Number

___________________________
Today’s Date

___________________________
Employer’s First and Last Name

___________________________
Employer’s Company Name

___________________________
Employer’s Street Address

___________________________
Employer’s City, State and Zip Code

Greeting
Dear _____________________________:
Employer’s Name or Job Title of the Recipient

Introduction
Who are you and why are you writing? How did you learn about the job opening? Why are you
excited about this opportunity?
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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6.4K

Body
What makes you a good fit for this job? What unique interests, experience, and talents will help
you do well in this position? Why should the employer invite you to an interview?
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Closing
Thank the employer for their time. How can they contact you? Will you follow up? If so, when?
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Sincerely,
_________________________________
Sign your first and last name in blue or black ink
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6.5

Additional Resources

Higher resources include:
 What Race am I?
 Cover Letters: Yes? No? When?
CareerOneStop has resource pages with tips for job applications and online applications, as
well as a page with information about cover letters.
The Massachusetts One-Stop Career Center has a practice online application.
CORE has a Job Application worksheet.
CareerBuilder offers an infographic with tips for writing an effective cover letter.
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