
 
                                                                      
 

 
  

 
  

 
  

   
   
  

             
  
          
  
   
       

       
   
  

                 
           

   
 

          
  

    
         

  
  
   

   
    

        
    
        

     
         
        

             

____________________________________________________________________________________________ 

Michigan Alliance for Families 
Preparing for Work: About Applica�ons Handout 

Some of this information was discussed in our class, but there is more here for you to look at and learn! 

Finding a Job is a Combina�on of Methods 

• Using several methods together improves your chances instead of relying on just looking online 
• Going into a business and asking if they are hiring 
• Online sources like Indeed, LinkedIn,  CareerBuilder, Monster, Zip Recruiter 

• About 4 out of every 10 people find their jobs through online job boards 

• Career fairs 
• Business website: some�mes not adver�sed on online job sites 

• Social media 
• Personal networks and referrals 
• Going into  a Business: Recommend calling first and asking: 

• “Are you taking applica�ons for employment?” (saves time) 
• If not, say “thank you” and “good-bye” and try someplace else 
• If they say yes, say: “Thank you, I will be in to complete one”. 

• Go into the business and say: “Hello, I am (say your first and last name), I called 

earlier and was told you are accep�ng applica�ons, may I have one?” 

• If they give you an applica�on, say: “Thank you, I will complete it and return it 
soon”, then say “goodbye” and slowly turn around and leave 

• If for some reason they say no, they are not accep�ng applica�ons, do NOT argue, say “ok, 
thank you” and slowly turn around and leave Business 

• Look at the job descrip�on 

• Interview ques�ons usually are about skills needed for the job (in the job descrip�on) 
• Know about the company 

• Go to company website 
• Review their mission and history; where they are located (just locally or other areas); how 

many they employ; when they came to the area, etc. 
• Decide what to wear 2-3 days ahead of �me 

• Clean, pressed, fits well, appropriate for the job 

• Give yourself some extra �me if you need to buy something for the interview 

• Beter to overdress than underdress if you are not sure 

• Decide on 2-3 ques�ons for the interviewer 
• If your ques�ons are answered during interview, don't ask again 

• Ques�ons may change for each employer or job 

• Prac�ce with parents, siblings, peers, teachers, others with them being the interviewer 
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____________________________________________________________________________________________ 

Comple�ng Applica�on for a Business 

• If you did not call and choose to just go in, say: 
• “Hello, I am (say your first and last name), I was wondering if you are currently hiring?” 
• If they say no, say: “Ok, thank you for your �me” and slowly turn around and walk out. 
• If they say yes, say: “Great, may I get an applica�on?” 

• Thank them for the applica�on and say: “I will fill this out and return it to you, it was 

a pleasure mee�ng you”. 
• Slowly turn around and walk out 

Remember when Comple�ng an Applica�on 

• Look at them when you are talking to them 
• Stay posi�ve and pleasant, with a slight smile (not a cheesy smile!) 
• Be respec�ul—if they are having a conversa�on or busy, wait un�l they are free to talk—DON’T 

INTERRUPT 

• Don’t go in during a �me that is too busy—they won’t have �me to talk 

• Example: don’t go into a restaurant at lunch or dinner �me 

• Prac�ce with a teacher, parent, peer before you go in 

• Dress appropriately, wear deodorant, brush your teeth, comb your hair 
• Be prepared in case they say something like (what will you say?): 

• What job are you looking for? 
• We are hiring now, are you available? 
• What hours are you available for? 
• Can you interview now? 
• You need to fill out an online applica�on (some�mes they have computers at the 

business) 
• Video on comple�ng an applica�on 

How to Apply 

• Hard copy Applica�on 

• Complete the applica�on at home or at the worksite 

• Online Applica�on 

• Employment sites: ZipRecruiter, Monster, Indeed, others 

• Company website: search company and look for Employment or Jobs link on their website 
and see if you are interested or qualified for anything 

• Look at “entry level” jobs 

Michigan Alliance for Families: Preparing for Work-Interviews            2 



 
                                                                      
 

   
           

   
   

  
 

 
               

      
 
  

 
     

 
 

       
 

 
     
     

 
 
 
 
 
 
 
 
 
 

ZipRecruiter' C Suggested Jobs i!,i Alerts >/ Applied Job& * Saved Jobs • Message, r!!1 

mcdonalds Lansing. Ml f@H& 
Pos1ed any,me • Wlhin 25 miles • All Salaries • All Employment Types • AH111ts • All Compames • 

..,._,,~, ................ .. _ ... ,,. ........ _, .. .,.._, .......... , .... .,.,.., .... , .............. ,..., .. _,_ 
your hfe, rnsptres .. 

0 Get the ZipRecruiter A!>!> Enter mobile number filii§@i 
s, 

~ 
~ SING.Ml 

* 

Greilflg customers With a smie Takr,g accuate food Ofdefs Prepamg all ol McOOttald's 

Wof1d Famous food Partnemg .,th_ Crew and Managers to moe1 iarge1 goals dumg 

your sluft Reslallanl .. 

Crew Member -Saintl.OOAMI 

McDonald's raUng 

5
'7' SaMdon10,go:J~~wholloollThtBrffkroomO.V 

';;/ 5eth of 103 rated ,_. food-~--• 

Job description 

~116W~Sl.5-l!Aa.Ml..-,F'lal,a~wet,•--d ...._,.te.r,g--...d. Ths 

-.-i:Awsa,obCOIWJOINllwilk't'l'JUIEA(S& ~~JNW"~.tt$Q73/h:,o,.-Woltt todtif.OM 
,-:110ffW:)f,- ~0Ncto.,o.tF.ti.~Swd9'Cil._,.ar,d,larpmt1r1-e__.Tu11on~ 

a,dfor~~t.c>IOS3000'1~.-d---.C~~mliCIIUlt&and.,_fflNIII 
Andnuct-.-r.....W-toU..,,.~n. ....... ,...._,....,_becaae,o.,'l le.iN.,.,_ 
Qiedln..ilt,g,.,MC:tand,,.._1t'IIT_~.,__._Haoe•--ol.-..,;He,b°""'°"""'Oldei"..,_.'-"­
Mc0or.ld't,,...,_,..ar,d,lar,,..-,u~~onhloo«:~and~dlib:w..-lood 

&..n,~..-:~_..._,. ~.,.,..,.anddNtl,...,..~lk'derstandlhlll: 
~•loll1"WMINnd,ntwldlll'lthyo.,11Nff110~g,)9'.-.clmc.t~t-fu-lTobea,c,c,ndunN 

pmiliiof\....,-.raed. Ahfftiaand~.,,._.~b~and~oltwn(a.aom.sandWciw 

am~A---lolNmandg,o,;lt.llbili:yto~~and~C>MOffler,_.Yourn..« 

b.15,....of.,_o,...,.to-..o,1'1•aC:..WMlmba-lllMc:Oonald'.S.. a d-,-rihhdaO-T...,Me,rbsa 

Md'.>anald'aha:pa:lwww.~~ ...... y,:,.,,ob001'1'ila' Adcibonal 

Wo:rt.,obl)OMlnO~-~aba.A.wt.tit•htoworl<,na~,,__.._tu1t•Mt• 

____________________________________________________________________________________________ 

Filling Out a Hard Copy Applica�on 

• Bring your personal informa�on (fact sheet) which includes your work history, educa�on, 
personal informa�on, and references 

• Take it with you and return it later if possible 
• Use a black or blue pen 
• Take 3 copies of your current resume (in case they ask for it) 
• Print neatly 
• If you make an error, fill out another applica�on, or put ONE line through the mistake and rewrite 

• Fill in all blank spaces (use N/A for blanks) 
• Be honest and accurate 
• Write in the job you are applying for 
• Have someone proof it if possible 
• Sign and date the applica�on 

• Submit directly to employer 

Video: (Howcast): How to Fill Out a Job Applica�on 

Online Job Sites 

• Search by loca�on, job, or company 
• Look at the job descrip�on for KEY words about the job (hard and so� skills) 
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