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Applying for a Job

The initial step toward getting a job is satisfyingly steering the application procedure. Al-
though there is no ideal formula to it, doing research and improving your writing skills can still
be done to match the post being applied for. Job application will ensure you potential employer
know you as a better employee and can add worth to your background. Learning the steps and

processes of applying for a job is very important.
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It entails knowing what position you want to apply for, doing your research on the com-

pany, writing a resume and cover letter, locating references, and then simply apply.
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I had the knowledge of the post I wanted to apply for. In order to smoothen the process of
applying for a job, I surveyed what my desires and needs were for the work. By taking into con-
sideration the following things, I was able to narrow down my alternatives: I contemplated my
profession area. When I decided to transition to another career area, it was essential to find em-
ployment that was rewarding and challenging. I contemplated the skills needed for a specific
post. I realized that having a feeling of my skills being acknowledged and well utilized was im-
portant to sensing contentment at an occupation. Knowing that my skills would be developed and
tapped was important for settling on a valuable job. I also contemplated my benefit and salary
needs. I was realistic and honest about what I needed. I needed coverage on health and a particu-
lar amount of income monthly, therefore, I did best by applying for jobs that would fulfill those

needs.

I did my research on the company. I looked into organizations I was applying for before I
started sending out my cover letters and resumes. I got a feeling of the values and personality of
the organization by going through its mission statement. A mission statement can be helpful
when writing your cover letter or even in an interview. I read on the new things the organization
was issuing. I got this information in the organization’s “news” segment, which is a source of in-
formation on activities the organization is engaged in. For insight into job openings, I reviewed
the careers segment of the organization website. I found several employment alternatives in dif-
ferent areas or departments in the jobs section from which I choose from. I also did research on

their wage and salary offers.

I wrote a cover letter that was particular to both the job and the organization. A cover let-
ter gave me the chance to sell myself to my potential employer. It also became a big deciding

factor for my employer to accept my application. I addressed the letter to a specific person by
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taking my time to do my research on the company and not doing mass-emailing to every em-
ployer I came across. I contemplated to discuss the following things in my cover letter: the
unique talents I would bring to the position, what I hope to attain from working in the post, how
my background builds me a dear benefit to the role and organization, and how the organization’s

mission and personality fit with my principles.

I had an up-to-date resume. Resumes define work and education history, particular
projects I had worked on, and prizes I won. Essential things I included in my resume were my

relevant skills, work history, educational background, and recent contact information.

I located my references. I instantly tapped a list of references as early as possible to in-
quire whether they would contemplate being a professional reference for me. I made sure my ref-
erences were aware that they would be contacted by someone concerning my profession. I ob-
tained three references. Two out of the three references were individuals whom I had worked
with and could speak to the performance of my job. I ensured all my references’ contact informa-
tion is up-to-date, including their current organization, title, phone number, email, and mailing

addresses.

I then applied for the job. I carefully reviewed if all information on the application were
correct and up-to-date. I checked for spelling and grammatical errors. I submitted my application
in person. I brought all my materials to the workplace of my potential employer. I inquired ahead
of time for the appropriate time to take my materials. Upon my arrival, I requested to speak to
the employing manager and personally gave my materials to them. This allowed the employing

manager to have my name. I professionally dressed and presented myself.
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Learning the steps and processes of applying for a job is very important. It entails know-
ing what position you want to apply for, doing your research on the company, write a resume and
cover letter, locate references, and then simply apply. The most important thing to acknowledge
when making a job application is that your application must stand out for the right reasons. The
application must be free of spelling and grammatical mistakes. Lying should never be an option
for you when applying for a job. Always keep your applications as neat as possible. In case of
handwriting an application, avoid entirely writing in block letters unless specified. If asked to
submit your materials via mail, do not forget to include the name of the Human Resource or hir-
ing manager. For the weight of your packet of application, ensure you have the correct postage.

Some companies can ask you to email your materials to their Human Resource division.



