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Tips for Filling out  

Job Applications 
 

 

• Go to the business dressed in the same way you would to go to an interview.  No holes 

or stains on your clothes.  Recommend wearing shirt with collar and buttons.  This is your 

first chance to make a good impression.  Check your nose, ears, teeth, fingernails.  Some 

companies, like Target, interview you right then and there.  

• Have a completed application or “cheat sheet” with you:  Know dates (years or month 

+ year is enough), addresses, correct spelling of names, phone numbers, your social 

security number (or just last 4 digits), and do not lie or make up answers.  Use employers 

even if out of state and out of business, or if they paid you in cash.  Employers usually only 

need last 10 years of your job history.  

• Complete application on-site:  Some companies do not want you to fill it out and bring it 

back.  Leads them to think someone else filled it out for you.  

• Always read through before filling it out.  Follow directions:  make sure to read all 

instructions before you begin filling out the application.   

• Be neat:  Do not cross things out.  If you make a mistake, ask for a new application.  The 

application is your first chance to make a good impression on a possible employer; sloppy 

paperwork equals a sloppy worker.  Many employers toss incomplete or messy 

applications.  Use only black or blue ink, no pencils or colored ink. 

• Be clear:  Know the current position and title that you are applying for.  Also, know the 

application deadline, salary range in the Tucson area, and date you are available to start. 

• Do not leave blanks:  If a question does not apply to your situation, write NA (Not 

Applicable).  This lets the employer know you have read and understood all the questions.  

• Make sure to know the application deadline:  Try to avoid turning in applications at the 

day when possible.  Many times, an employer finds the “right” person in the first few days 

of a posting.  Try to be among them.  

• Date available:  Use a few days in the future to avoid looking desperate.  You may also 

add the word “flexible” after providing a date (recommend using the following Monday for 

Mon.-Fri. positions).  Realistically it takes several days to be hired.   Do not use todays 

date or ASAP; shows desperation which is the “kiss of death.” 

• Prior Convictions: Be honest; so much information is available on the internet that it is 

quite easy for employers to find out your history.  Volunteer information that makes you 

look good and wait to be specifically asked for other information.  For example, the longer 

ago a conviction occurred, the better.  If a conviction was more than 7 years ago, state that 

on the application.  If the conviction was more than 7 years ago and the application only 

asks if it was within the last 7 years, just say “no” and move on to the next question.  If the 

crime was non-violent or non-theft related, write that also.  If you are not on probation and 

have no remaining fines, you may state “fully resolved.”  If you cannot say any of these 

things, please state “Will discuss at interview.”  Avoid the word “explain” since it implies 

excuses.  Many restaurants, trades, and call centers hire people with prior convictions.  

See Module 5 for more details.  
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• Salary:  Best words to use are “company guidelines” or “company policy” rather than a 

specific amount.  If an amount is required (as on an electronic screen that requires a 

number and does not allow letters) use a range such as $12-$14.  Go to www.salary.com or 

glassdoor.com to check for wages in our area.  You can also get an idea by looking at the 

wages/salaries offered in online job sites. 

• Currently Employed:  If employed in Primavera Works as a Dispatch Worker, speak to 

the staff about your supervisor and contact info.   

• Reasons for leaving a previous job:  There are better and worse reasons for leaving.  Use 

the BEST reason possible.  If quit use: better position, higher pay, better benefits, you 

relocated, more opportunity, more hours, or spousal transfer.   If laid off, use: position or 

department eliminated, project ended, seasonal work, grant expired, business closed, 

company outsourced the work, the business moved outside of Tucson, business temporarily 

closed due to fire, flood or natural disaster.  For example, if you were laid off because a 

business closed, the reason for leaving is “business closed” not “laid off.”  If you quit to 

move to another state, say you “relocated” or “moved.”  ACCEPTABLE reasons include 

temp positon, lack of work, lack of integrity or honesty at former employer, shorter 

commute, poor fit, unsafe work environment, or laid off, seeking new challenges, 

expectations or management changed resulting in a poor fit or “unable to be successful.”  

Reasons that are more DIFFICULT to explain include chronic physical, emotional, or 

mental health issues, philosophical differences with management, to take care of a family 

member (if they died, state that fact), anger issues.  “Fired” is very difficult to overcome.  

Please use the phrase “let go” instead; this is not a lie but does not have the same 

emotional impact. 

• Gaps in your employment history:  Use what you can to fill the gaps.  This includes 

volunteering, receiving training or going to school.  If you had multiple jobs in the same 

type of work, call yourself a “freelance” or “contract” worker.  The dates should be the 

entire time you did that type of work even if it was not continuous.  For “Employers,” say 

“various.”  Ask 1 or 2 of them to be a reference.  Contract workers are out of work an 

average of 30% of the time just looking for the next assignment.  This helps fill the gaps.  

When employers ask why you are looking for work now, tell them you need something 

steady or more hours. “Contract worker” is better than “self-employed.”  Managers may 

wonder if you are ready to work for someone else who tells YOU what to do.  There is a 

subtle but important difference between being a contract worker and being self-employed.  

• If there is a section asking for special skills or comments, make the best use of this 

section.  Talk about the training you did for new employees; times you were left in charge 

when the boss was away, awards received, languages, certifications earned, specialized 

skills.  This is an opportunity to say a lot about yourself in very few words.  People who do 

training or are left in charge are good communicators, do the job well, have a good 

attitude, etc.  Also, mention outside interests the demonstrate skills, e.g., help folks with 

computer issues. 

• Alert your references beforehand:  Tell your references about the job you are applying 

for, so they know to expect a phone call.  Read them or send them the job description, 

desired skills, requirements, and website.  This will allow them to tell the prospective 

employer how you meet their needs in the employer’s own words.  Do not use relatives as 

references.  Primavera staff will be references; just let them know when you have used 

their names on an application.  Best to have a former employer as a reference. 

http://www.salary.com/

