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How to complete Application Forms
Introduction
Some employers prefer you to fill in 
an application form rather than send 
a CV.
The application form should give the 
employer an insight into you as a 
person and encourage them to want 
to meet you to find out more.
An application form is your chance to 
show employers that you're perfectly 
suited to the job/apprenticeship and 
deserve to be shortlisted for an 
interview.

It is your chance to sell yourself by 
showing the employer your

•Qualifications
•Skills
•Enthusiasm for the job

General Information 
1.The main rules are to follow the 
application instructions, present the 
information neatly and sell your most 
relevant skills.

2.Avoid using the casual style of 
language you might use in an email. 
Do not abbreviate words, and make 

sure you write complete sentences.  
Informal language does not create 
the right impression.

3.Allow plenty of time to complete it, 
remembering to submit the form and 
all supporting documents including 
references by the deadline.

4.The key to a successful job 
application is to be positive and clear, 
while satisfying each of the points 
listed in the job description/person 
specification.

5.Your application can make a strong 
impression if you:
•use power verbs, such as 
'transformed', 'delivered', 'achieved' 
and 'inspired';
•choose descriptive words like 
'effective', 'consistent', 'determined' 
and 'adaptable';
•focus on the questions asked rather 
than waffling or being too vague;
•select appropriate examples of your 
achievements from past experience;
•demonstrate genuine enthusiasm for 
the role.

6.Avoid leaving blank spaces – put 
N/A (not applicable).

7.Print off a draft copy of your 
application form before submitting it, 
as this gives you the opportunity to 
proofread it for mistakes while 
ensuring that every section has been 
filled in correctly.  You may want to 
ask someone else, such as a careers 
adviser, to read it too.  It is a good 
idea to keep a copy for your own 
records.

8.Take care of the original form – 
don’t spill anything on it or leave it in 
your bag to get creased!

9.Once you've written one 
application, you'll be familiar with 
your skills, experience, strengths and 
weaknesses.  You might also be able 
to ‘cut and paste’ paragraphs into 
other applications.  But make sure it's 
relevant and does not mention the 
wrong employer or job.

10.Don't be tempted to apply for lots 
of jobs online just because it is easier.  
You’re likely to be more successful if 
you go for jobs you’re genuinely 
interested in.
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Written Application Forms
1.If you’re filling in a form by hand, write as neatly as you can in black 
or blue ink.  Use block capital letters if the form asks you to.
2.A good way to avoid mistakes and crossings-out on the final form is 
to photocopy the original and practise filling in this copy first.
3.If you're asked to post the form back to the employer, it's wise to 
include a cover letter within the envelope to introduce yourself and 
give a quick overview of why you're the best candidate for the job.
4.If you're filling in a paper application form, you'll still need to work 
out the best way to present your skills and experience.  This is why 
completing an application form often takes just as much time and effort 
as writing a CV and covering letter.  However, the more forms you fill 
in, the quicker you'll get at doing it.
5.Always read the whole application form before you begin filling it in. 
6.Remember to sign and date your application form.
7.Use a good sized envelope, application forms should not be folded 
too many times.

Online Application Forms
1.Some jobs ask you to apply online, which you might not have done 
before.Online forms can be longer and more complicated than paper 
forms – follow the instructions carefully and check how many screens 
you have to fill in before you can submit your application.
2.Completing an online application form takes just as much time and 
effort as writing a paper application.  
3.You should always read the supporting documentation very carefully, 
answering all questions (including sub-questions, if there are any) and 
sticking to the word count.
4.If the form is online, draft your application offline first – in a word 
processing package like Word – and save it to your computer.  This 
way you'll be able to run a spell check before you copy the 
information into the online system.  It also means you'll have a back-up 
if there's a problem with the form.
5.Online application systems vary, so follow instructions carefully.  
Some allow you to save the form and come back later, but some don’t.  
Some will not allow you to cut and paste text, or print the form out.  
Checking these things out at the start will save you from losing your 
work.
6.If necessary, copy all the questions into an offline document – that 
way there’s no danger of submitting an incomplete application.

Top Tips . . . 

There are also a few 
things you should try to 
avoid at all costs:

Don't miss out any 
questions. Some may not 
be relevant, but you 
should at least add n/a 
(not applicable).

Don't include your CV 
unless you're specifically 
asked to, it's just doubling 
up on information.

Don't include anything 
you can't back up at an 
interview.

Also . . . 

Always aim to follow up 
your application with a 
phone call a few days 
after it’s been sent or 
submitted online. Be 
careful not to call too 
soon or too often though, 
employers may be 
impressed with your 
enthusiasm, but you don’t 
want to come across as 
pushy.



Using similar examples 
and 'what if' situations

Even if you haven’t got the 
experience to show that 
you’ve got a particular skill, 
you could say how similar 
experiences and skills would 
help you approach this 
area. For example, ‘my 
experience of learning how 
to use a spreadsheet from 
scratch shows I can pick up 
software packages very 
quickly, so I’m confident I’d 
be able to pick up C++ 
package….’
In addition to showing how 
you meet the person 
specification, you also need 
to show your enthusiasm for 
the job and what attracted 
you to the organisation. Try 
to use very positive 
language and describe what 
you could bring to the 
company.

What’s the purpose of this 
section?
The form should include 
instructions, usually something 
like ‘please use this section to 
explain why you feel you are 
suited to this job and what you 
can bring to it’ or ‘please include 
any further information relevant 
to the person specification, such 
as which skills, knowledge and 
experience you have’.

How should I fill this section 
in?
You should provide answers for 
each of the points in the person 
specification. You might like to 
present them one by one with a 
heading, so the person reading it 
can clearly see to which point 
you’re referring.

Why do I need to include 
examples?
It’s really important that you give 
examples because they provide 
clear evidence that you’ve got a 

skill and know how to apply it in 
real situations.

For example, instead of making 
a simple claim like, ‘I’d be a 
good engineer’, it would tell 
employers much more if you put, 
‘I would be a good engineer as I 
like problem solving, have good 
communication skills and enjoy 
Maths and Physics’.

What did you learn from 
your experience?
After providing an example, 
reflecting on the experience 
shows that you can learn from 
your experiences and are always 
trying to improve. For example, 
you could say that being in 
charge of the stationery budget 
taught you the importance of 
prioritising, planning ahead and 
keeping accurate records.

Personal Statements

On many application forms you have to complete a section at the end called ‘additional 
information’ or ‘personal statement’. After you’ve filled in the sections on personal 
details, education and employment, this large, empty box is your chance to really 
impress a future employer.  You will need to refer to the job description/person 
specification.

Top Tip
It will also impress 
employers if you show some 
knowledge of the company, 
such as what they do, what 
their strengths are and any 
latest development that 
might have been in the 
news.



Vacancy DetailsVacancy DetailsVacancy DetailsVacancy DetailsVacancy DetailsVacancy DetailsVacancy Details
Job TitleJob Title                          

Personal DetailsPersonal DetailsPersonal DetailsPersonal DetailsPersonal DetailsPersonal DetailsPersonal Details
NameName                          

Home AddressHome Address                          

Home Tel. No.Home Tel. No.       Mobile Tel. No.Mobile Tel. No. Email AddressEmail Address

Employment HistoryEmployment HistoryEmployment HistoryEmployment HistoryEmployment HistoryEmployment HistoryEmployment History
Provide details of your employment history, starting with your most recent / current employer and working back.Provide details of your employment history, starting with your most recent / current employer and working back.Provide details of your employment history, starting with your most recent / current employer and working back.Provide details of your employment history, starting with your most recent / current employer and working back.Provide details of your employment history, starting with your most recent / current employer and working back.Provide details of your employment history, starting with your most recent / current employer and working back.Provide details of your employment history, starting with your most recent / current employer and working back.
EmployerEmployer                          

Job TitleJob Title                          

Start DateStart Date       End DateEnd Date           

Address of employer / brief 
details of duties and 
responsibilities 

Address of employer / brief 
details of duties and 
responsibilities 

                         

EducationEducationEducationEducationEducationEducationEducation
Provide details of your education history, starting with your most recent / current experience and working back. Please 
account for any gaps. Continue on a separate sheet if necessary.
Provide details of your education history, starting with your most recent / current experience and working back. Please 
account for any gaps. Continue on a separate sheet if necessary.
Provide details of your education history, starting with your most recent / current experience and working back. Please 
account for any gaps. Continue on a separate sheet if necessary.
Provide details of your education history, starting with your most recent / current experience and working back. Please 
account for any gaps. Continue on a separate sheet if necessary.
Provide details of your education history, starting with your most recent / current experience and working back. Please 
account for any gaps. Continue on a separate sheet if necessary.
Provide details of your education history, starting with your most recent / current experience and working back. Please 
account for any gaps. Continue on a separate sheet if necessary.
Provide details of your education history, starting with your most recent / current experience and working back. Please 
account for any gaps. Continue on a separate sheet if necessary.

EstablishmentEstablishment                          

Start DateStart Date       End DateEnd Date           

Education Type (e.g. 
Degree)
Education Type (e.g. 
Degree)

                         

Qualifications / TrainingQualifications / TrainingQualifications / TrainingQualifications / TrainingQualifications / TrainingQualifications / TrainingQualifications / Training
Provide details of your qualifications which are relevant to the job. Continue on a separate sheet if necessary.Provide details of your qualifications which are relevant to the job. Continue on a separate sheet if necessary.Provide details of your qualifications which are relevant to the job. Continue on a separate sheet if necessary.Provide details of your qualifications which are relevant to the job. Continue on a separate sheet if necessary.Provide details of your qualifications which are relevant to the job. Continue on a separate sheet if necessary.Provide details of your qualifications which are relevant to the job. Continue on a separate sheet if necessary.Provide details of your qualifications which are relevant to the job. Continue on a separate sheet if necessary.

Type / Level SubjectSubjectSubject Date ObtainedDate Obtained Result

                                      

                                      

                                      

                                      

                                      

                                      

                                      

                                      

                                      

                                      

ReferencesReferencesReferencesReferencesReferencesReferencesReferences
NameName                          

Job TitleJob Title                          

AddressAddress                          

Telephone No.Telephone No.       Email AddressEmail AddressEmail AddressEmail Address
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