Preparing Career and College Applications

	Recommended Sequence
	· During the junior and/or senior year

· After writing the resume and cover letter

· Before interviews are covered

	Objective(s)
	· To help students complete an application form for work, college, or scholarships that is neat, accurate, and complete.

	Materials Needed
	Students can document their work either in the “My Career Preparation” folder or in a computerized version of the Professional Development Portfolio.
· Black-line Masters:

· “Information to Complete an Application” form 

· “Application Guidelines”

	Suggested Process
	Discussion:

· Discuss with students the purpose and process of completing an application form that will secure an interview.

· The application form is an organization’s way of gathering information about applicants.  Whether the application form is for financial aid, continuing education or employment, this is the opportunity to make a good first impression.  A complete, accurate, and neat application can get an applicant to the next step in the process, which could be submitting more information or scheduling an interview.  So, the application form is a very important product and should be done carefully and intentionally.

· The information must be accurate and the application must be COMPLETE, NEAT, ERROR-FREE, TRUTHFUL, and SIGNED.

Activity:

· Brainstorm with students the many types of applications they may complete during their lifetime (ie. car or home loan application, credit card application, a rental agreement).  Discuss the need for accuracy, neatness, and completeness of an application form.  Ask the question, “What might the consequences be if the application is not neat, accurate, complete or not signed?”

· Have students gather data to complete the “Information to Complete an Application” form.

Discussion:

· Review and discuss with students the “Application Guidelines.”

Activity:

· Gather application forms from a variety of sources.  Possible sources for job, college, and other application forms are the Career Guidance Specialist, Work-Based Learning Coordinator, and Counselor.

· Have students complete a variety of application forms to place in the “My Career Preparation” folder, (ie. Jobs, College, and Scholarships).
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