Michigan Alliance for Families
Preparing for Work: About Applications 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 Combination 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: sometimes not advertised on online job sites
* Social media
* Personal networks and referrals

* Going into a Business: Recommend calling first and asking:
* “Are you taking applications for employment?” (saves time)
* If not, say “thank you” and “good-bye” and try someplace else
* If they say yes, say: “Thank you, | will be in to complete one”.

* Go into the business and say: “Hello, | am (say your first and last name), | called
earlier and was told you are accepting applications, may | have one?”

* |If they give you an application, say: “Thank you, | 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 accepting applications, do NOT argue, say “ok,
thank you” and slowly turn around and leave Business
e Look at the job description
e Interview questions usually are about skills needed for the job (in the job description)
e Know about the company
e Go to company website
e 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 time
e Clean, pressed, fits well, appropriate for the job
¢ Give yourself some extra time if you need to buy something for the interview
e Better to overdress than underdress if you are not sure

Decide on 2-3 questions for the interviewer
o If your questions are answered during interview, don't ask again
e Questions may change for each employer or job
e Practice with parents, siblings, peers, teachers, others with them being the interviewer
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Completing Application for a Business
* If you did not call and choose to just go in, say:

* “Hello, I am (say your first and last name), | was wondering if you are currently hiring?”

* If they say no, say: “Ok, thank you for your time” and slowly turn around and walk out.

* If they say yes, say: “Great, may | get an application?”
* Thank them for the application and say: “I will fill this out and return it to you, it was

a pleasure meeting you”.

* Slowly turn around and walk out

Remember when Completing an Application
* Look at them when you are talking to them
* Stay positive and pleasant, with a slight smile (not a cheesy smile!)
* Be respectful—if they are having a conversation or busy, wait until they are free to talk—DON’T
INTERRUPT
* Don’t goin during a time that is too busy—they won’t have time to talk
* Example: don’t go into a restaurant at lunch or dinner time
* Practice 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?
* Canyou interview now?
* You need to fill out an online application (sometimes they have computers at the
business)
* Video on completing an application

How to Apply
* Hard copy Application
* Complete the application at home or at the worksite
* Online Application
*  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

|II

* Look at “entry level” jobs
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Filling Out a Hard Copy Application

* Bring your personal information (fact sheet) which includes your work history, education,

personal information, 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 application, or put ONE line through the mistake and rewrite

* Fillin 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 application

*  Submit directly to employer

Video: (Howcast): How to Fill Out a Job Application

Online Job Sites
e Search by location, job, or company

e Look at the job description for KEY words about the job (hard and soft skills)
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medonalds Lansing, MI

your life, inspires ...

DGenheZipRecrmterApp Enter mobile number

Crew
McDonald's#"LANSING, MI

Greeting customers with a smile Taking accurate food orders Preparing all of McDonald's

Send Link to Mobile

World Famous food Partnering with other Crew and Managers to meet target goals during

your shift Restaurant ...
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McDonald's

Saint Louis, Ml
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(D Re-posted 7 days ago

McDonald's rating

Powered by resl frontling workars on Broakroom (D)

Based on 10,803 frontline employees who took The Breakroom Quiz

51) 56th of 103 rated fast food restaurants

View more about working here .

Job description

Location: 15 W Washington St, Saint Louis, M, 48880 Flexibh g with a side of always feeling This
restaurant offers a job combo that wil it YOUPERKS & BENEFITS: Competitive pay starting at $1373/ hour Work today, get
paid tomarrow. Bi-Weekly Direct Deposit Flexible scheduiing Paid sick leave and/or paid time away Tuition reimbursement
and/or up o $3000° Training and Employee discounts and free meals
And much more!“Available to full-time employees This role is vital in the restaurant because you'lk Lead the experience:
Check in with guests and make sure they Have a side i customers. e
McDonald and/or make Focus on the and present deficious food
Ensure a memorable visit: Help mantain a welcoming, friendly, and environment

teamwork is key: Work hand in hand with your team to meet goals and most importantly, have fun'To be successiul in this
position, you'l need: A humble and hospitable demeanor Passion for helping and serving others (customers and fellow
team members) A desire to leamn and grow The ability to communicate effectively and anticipate customer needs You must
be 16 years of age or older to work s a Crew Member at McDonald's See a day in the ife of a Crew Team Member at
MeD: ' ob 8

your
Info:This job posting contains some information about what it is ke to work in a McDonald's restaurant, but itis not a
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https://www.youtube.com/watch?v=VIRvxk9Gcf8

