Tips When Assisting a Student 
Completing an Online Job Application
PLAN AHEAD 
1) Assess your students skills (job, self-management, and transferable)
2) Assess your student’s strengths and weaknesses

3) Assess their computer skills and knowledge

4) Do they have an email account and their password?

5) Do they have a resume?

6) Do they have a cover letter?

7) Do they have their references ready?

8) What is their availability to work?

9) Do they have their own transportation? Or would they need to take public transportation?

ENSURE THE FOLLOWING

1) The contact information on their resume is accurate and they have access to email/voice messages at all times. 

2) Their home/cell voice mail outgoing message is simple and professional

3) Even though some employers have a section for a resume to be uploaded, your student’s resume.  Resumes are still a good thing for employers to have on file.

4) All the information they are providing on the application is true.  Employers will most likely know that when going over the application.  A lot of employers use Web sites that offer background checks and our local legal system.  There are many employers that already take this step as standard procedure.
5) Make sure students FaceBook, Twitter and other social media sites are appropriate.
· Read all the instructions carefully with your student before you begin.  

· Make sure the application is COMPLETE
· Students should have their information on disk/CD/flashdrive

· Have all the addresses of where your students have lived for the last ten years

· Remind your students to check their emails on a daily basis when actively looking for a job

· The email account should be simple and professional

· Use just ONE email address when applying online applications

· Explain to students that an online application alone is not a strong way to do a job search. Networking with employers to introduce themselves before doing the application and as follow up after the application is valuable. 
