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for young jobseekers
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Application forms - what to do immediately
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Check you have been sent everything you're supposed to have been sent. Alon
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Make sure you know the deadline to return the form.

Decide when you will complete the form — some can be lengthy and time consuming to fill out.
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Application forms — pPreparation

Take a photocopy of the form to practise on

- Try to give brief, clear answers, but make sure you give examples where possible. Look at the person
specification or job description (if you were sent one) to see what the employer wants.

- Write neatly and clearly and follow the instructions — the employer might have many forms to get through.

. Sometimes you are asked to write some of your answers on a separate sheet of paper 'if necessary’.
Unless you have plenty of experience you probably won't need to do this.

. You'll need to send a covering letter with your CV (see our simple example).

. Don't write too much but remember to include any job reference details, refer to your enclosed CV and
highlight your relevant skills — ideally they'll match those requested in the job advert.

. If you're writing ‘on spec’, briefly explain how your skills, talent and experience could benefit the company.

Cen'tral Londpn (;onnexions will help young people from all backgrounds in London to succeed. Central London Connexions will make a real and
lasting COI’ItI‘IbUFIOI’l to ensuring that the capital’s diverse communities are successful in meeting the challenges of the 21st century. Central
London Connexions will actively celebrate the cultures and diversity of young people through services and programmes that are a?t'r ti
relevant and reflect community interests, offering full and equal access to all young people and staff. o

This information is available in alternative formats, call 020 7938 8080.
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