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Applying for jobs can be a really stressful process, so you likely want to do anything you can
to increase your chances of success. Fortunately, there are tips and techniques you can use
to make your resume, cover letter, and application stand out from the other candidates. While
you might have to send out several applications before you find the right job for you, try not to
lose hope because new jobs are popping up every day. With your hard work and dedication,
you can get an employer's attention and secure an exciting job opportunity.

Method 1 of 4:
Creatlng Your Application Materials
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Search for |obs that fit your strengths and skill set. Most organizations post
available jobs online. Visit employment websites like LinkedIn, Indeed, and Monster to
find job listings. Type in keywords for the type of job you want to see what’s available.
Additionally, check if companies in your industry have job openings listed on their website.
You might also check the classifieds in your area.[1]

e During the COVID-19 pandemic, you might focus your search on industries that are
essential or that are part of the pandemic response. For instance, warehouses,
package delivery services, grocery stores, and healthcare providers may be hiring.
Similarly, you might be able to get a job as a contact tracer, phone customer service
representative, or online educator.[2]
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Research the company before you apply. Do an online search to find the company’s

website, social media pages, and any news articles that are out there. Read about their
company mission, current projects, and available positions. Take notes so you'll be able to
include this information in your resume and cover letter.[3)]

* If the interviewer or hiring manager is listed, look up their LinkedIn profile and social
media pages to learn more about them. Use this information to help you relate to them
so you might have an edge over your competition. For instance, you might find that you
went to the same school or have the same degree, and you could highlight that in your
cover letter.

e Pay attention to their current goals and company needs. For instance, during the
COVID-19 pandemic, some employers have different needs than usual. Incorporate
these things into your application materials.[4]
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Write a resume that highlights your education, skills, and experience. After you

write your resume, get someone you trust to proofread it to make sure you don’t have
any errors and you didn’t leave anything out. Include the following information on your
resume:[s)

* Your name, contact information, and email address at the top.
¢ Your educational background or training you’ve done.
¢ Your work history, including your responsibilities and achievements.

¢ Special knowledge and skills.


https://www.wikihow.com/Make-a-Resume

“1 would like to present my application for the position
of Bank Teller in response to your advertisement. After
going through the position description, | have found that
my skills and experience match well with the requirements
outlined.”

“I am a professional and hard-working individual seeking
an opportunity to succeed in a dynamic company like yours.
I am confident that my knowledge and experience will
allow me to deliver successful results for any company in
a range of administrative positions.”

Tailor your resume to each job description. You might be tempted to use the same
resume for each job application, but you’re more likely to get an interview if you adjust
your resume for each individual job. Review the job description and incorporate the keywords
into your resume. Focus mostly on the skills and education you have that are directly related
to the job you're currently applying for.[g]
¢ During the COVID-19 outbreak, highlight your remote work and technical skills
because they're currently in demand for some jobs.[7]

* Use active verbs to describe the work you’ve done at prior jobs or volunteer work. For
instance, use verbs like "designed," "implemented," "innovated," or "analyzed."
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Hello Professor Smith,

I'm applying for a position at wikiHow. I'm
waondering if you could be my reference for
this job. | appreciate your time! Let me know
if you have any questions.

Best, Sally.
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Ask 3 people to be references for you. Many employers ask you to provide

professional references who can speak to your job performance. Choose people who've
worked closely with you in the past, such as a former supervisor or coworker. Talk to the
people you want to use as references to make sure they’re okay with you providing their
information to the employer. Then, confirm their contact information so you can include it on
your application.

e Get each reference’s full name, phone number, email address, current title, and current
employer.
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Dear Maomi Green,

1 saw your posting on St. Callan’s University's alumni career
site and am interested in the Treatment Practitioner position.
The videos linked in the post are nothing shon of inspinng and

1 would like the opporiunity te be a part of your amazing mission.

Write a cover letter if one is requested. A cover letter is your chance to tell the

employer exactly why you want the job and why they should hire you over the other
candidates. Use an enthusiastic tone in your cover letter to convey your excitement for the
job. Additionally, tailor your cover letter to the person who is interviewing candidates if
possible so they know you pay attention to details. You might include the following in your
letter:[g)

e Why you’re interested in the position.

e How you'll be an asset to the company or organization.

e Why you’re the best person for the job.

e What you hope to learn from the job.


https://www.wikihow.com/Write-a-Cover-Letter

Update your LinkedlIn profile if you have one. You don’t need a LinkedIn profile to
get a job, but it may help employers get more information about you. Make sure all of the
information on your profile is current and accurate. Use your profile to include information
about you that doesn't fit on your resume due to limited space.[g]
» For instance, you might include more information about projects you’ve worked on or
volunteer positions you’ve held that just don't fit in the space you have on your resume.

* Add keywords related to remote working and technology skills if you’re applying for a
job during the COVID-19 pandemic.[10]

o Virtual networking is becoming a popular way to make job contacts during the COVID-
19 outbreak. Polish your profile and try to make connections with people in your

industry.[11]



Make sure your online presence is squeaky clean. Employers and recruiters often

scour the internet looking for you, and any negativity they see may make them eliminate
you as a candidate for the job. Review the public content on all of your social media profiles.
Change your privacy settings to hide anything you don’t want seen. If necessary, delete posts
that are outdated and don’t represent who you are now.[12]

e For instance, you might hide or delete photos of you during nights out on the town.
Similarly, you might delete old posts where you complained about a job or joked
around at work.

e Consider asking a few friends to review your profiles and tell you if they spot anything
that might turn off a potential employer.



Method 2 of 4:
Submitting an Application Online

Jobcom  Findjabs  Find salaries

Posting Title:
Professional Receptionist Meeded for a Busy Downtown Office

Specific Location:
Crovemitoneen Albamy

Posting Description:
Busy medical office lpoking for a full-time professlonal receptionist,
As the first person our patients see, you will set the tone for our office,
Therefore, we are looking for someone with excellent interpersonal
skills and a warm demeanor, Alang with making cur patients feegl
welcome, you'll also be responsible for managing incoming calls,

Read the job description thoroughly to make sure you’re qualified. Review the job

description at least twice to make sure you understand what the employer is looking for.
Highlight specific skills and educational qualifications you have. Additionally, look for the
keywords the employer might be expecting to see on a resume.[13]

* For instance, keywords might include things like “remote work,” “self-starter,”
“innovative,” or “team player.” Skills you might notice could include “proficiency in
Zoom” or “ability to work with others.”



Check the application requirements with the employer if you’re using a jobs site.

While employment websites are an excellent resource for helping you find a job,
sometimes the job posting on a jobs site may differ from the employer’s posting. When this
happens, you may accidentally submit the wrong materials or leave out important information
that can sabotage your chances of getting the job. Before you submit your application, review
the original job posting on the employer’s website to make sure you follow the instructions
exactly.[14]

e For instance, the employer’s website may say to send your cover letter and resume
directly to the person who’s interviewing the candidates. Similarly, they may ask you to
address specific things on your resume, like your previous salary.
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Personal Information

| Jane Sren

Marne
Zip code | M1
Phone number | ]
Email address |_ i o T R Tt e _]
Social security number | |
Are vou eligible to werk in the United States? |

Fill out every field on the application. You may get frustrated if the application asks
you to re-enter information you’ve already provided, like the contents of your resume.
However, entering this information on the application itself makes it easier for the employment

software to scan your information to see if you're a good fit for the job. Additionally, it's
generally easier for the interviewer to read. Make sure you give full and accurate answers for
each question to give yourself the best chance at getting the job.[15]

» Consider typing your answers in a word processing document so you can easily
proofread it. Then, copy and paste it into the application.

« |f you want the employer to know something about you, such as past job
responsibilities that relate to the position you want, include it in the relevant application
fields. Don’t assume they’ll see it on your resume.

e Don’t use the auto-fill feature on the application because you might accidentally enter
the wrong information in the box.



Job.com Find jobs:  Find sofarics

4 Import your resume and cover letter, if requested. Many employers ask for a

resume and cover letter, even if you're submitting an application, as well. Look for a
button on the website where you're applying that say’s “import” or “upload.” Click on this
button and select the document files you want to send the employer. Check that your
documents uploaded properly before you submit your application.[16]

* Make sure you pick the right document for this job. It might help to clearly label your
resume and cover letter so you know which one is for which job.



Review your application to make sure it’s free of errors. Mistakes on your

application may make the employer think you don’t pay attention to details, so it might
hurt your chances of getting the job. Read over all of your responses to verify that you didn’t
make any errors. Correct any mistakes you made and add additional details if you think some
of your answers are too vague.[17]

¢ Double check for typos, misspellings, and grammatical errors. Some employers might
ignore your application if they spot these types of mistakes because they likely have a
lot of applicants to sort through.



Submit your application through the website if you’re using one. When you'’re
ready to send in your application, look for a button that says “submit.” It will likely be on
the bottom of the screen. Click this button to send your application and uploaded materials to
the employer.[1g]
o After you hit “submit,” you likely won’t be able to correct your application, resume, or
cover letter. Make sure everything is perfect before you send in your application.
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Email your materials to the employer if you’re applying directly. Some employers

may prefer that you send your resume and cover letter directly to the hiring manager or
human resources department. Enter the email address into the email form and check that it's
right. Create a subject line that fits the instructions in the job posting. Then, attach your
resume and cover letter. Type out a short message to the recipient telling them that you're
interested in the job and have attached your materials.[19]

¢ Your subject line might be, “Applicant for IT Position,” “Resume and Cover Letter for

Gallery Attendant,” or “In Response to Job Posting.”

¢ Your short message might say, “I'm excited to apply for the position of Gallery

Attendant with your museum. As a museum member, I've spent many hours in the
galleries, so I'll be a great fit for the position. Please find attached my resume and

cover letter, which will show you how I'll be an asset for your organization.”



Method 3 of 4:
Applying for a Job In-Person

Dress like you’re going to a job interview. Your first impression with a potential
employer is very important, so wear professional attire, no matter what type of job you
want. This shows the employer that you're taking your job hunt seriously.[20

¢ You might wear a button-up shirt, slacks or a skirt, and dress shoes. To really enhance
the professionalism of your outfit, put on a blazer or cardigan over your ensemble.

e If you're applying for a job in retail or restaurant work, you might get a quick first
interview on the spot.



Ask to talk to the hiring manager. Smile and greet the employee who first makes
contact with you. Then, say that you’re looking for a job and would like to talk to the
hiring manager. Wait patiently for the person to come meet with you.[21]

¢ Say something like, “Hi, I'm here to ask about a job. Is your hiring manager available
for a quick conversation?”

e If they’re unavailable, ask when is a good time to return. You might say, “When would
be a good time for me to come back?”

e |f you see that the business is super busy, it's best to come back at a later time. You
won’t make a good first impression if you put your needs in front of the employees and
customers.



Tell the hiring manager you’re interested in applying for open positions. Take this
moment to quickly explain why you want to work there. Express your interest in the
company, then ask if there are open positions you can apply for. If so, ask if you can fill out an

application.[22]
¢ You could say, “Hi, I'm Taylor Evans. I'm a regular customer here and am very
knowledgeable about your products, so | think I'd be an asset to your business. | was
wondering if you have any unfilled positions.”

* Keep in mind that some organizations don’t have applications. In that case, they may
just take your resume.
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Hand the company representative a copy of your resume. It's always a good idea to

bring your resume with you because it shows you’re dedicated to getting the job. Give
your resume to the hiring manager to look at when they have time. If they review it
immediately, answer any questions they might have for you.[23]

e Only bring in 1 or 2 copies of your resume. Otherwise, the hiring manager may think

you’re applying everywhere. Even if that’s the case, you want them to think that you're
specifically interested in their workplace.

¢ Don’t expect the hiring manager to read it right away, as they may be really busy. Keep
a positive attitude even if they tuck it away.



Fill out a job application if the company has one. The hiring manager may give you

a paper application, though they might direct you to fill out an application online. Provide
accurate answers to all of the boxes, then double check that you haven’t made any mistakes.
If it's a paper application, smile as you hand it back to them to show you’re excited about the
job.j24

¢ You might hand it to them and say, “Thank you so much for this opportunity!”

b1/

Thank the employees for their time before you leave. Tell each person that you
talked to that you’re grateful for the time they spent talking to you. Be sure to smile as
you do this so your thanks seems genuine.[25]

e Say something like, “Thank you so much for taking the time to talk to me,” or “Thank
you for all of your help.”



MeZOd Method 4 of 4:
Following up on Your Application

Contact the employer a week after submitting your application. Checking on the

status of your application shows your interest in the position and ensures that your
application materials have made it to the appropriate person. Call the employer, send the
employer an email, or message the interviewer on LinkedIn to follow-up. Ask if they’re
received your application and inquire about the hiring process.[26]

» Keep track of when you applied for each job to make sure you remember to follow-up.

¢ During the COVID-19 pandemic, some hiring managers and human resources
departments are overwhelmed and may be working from home. Be mindful of this
when you contact them. You might wait a few extra days before contacting them.
Additionally, keep your message short and friendly.[27]



Use a friendly, positive tone when talking to the employer. You're likely really

anxious for an answer, but you might make a bad impression if you sound nervous or
demanding. Be kind to every employee you talk to at the organization. Ask basic questions
and accept whatever answer you receive.[2g]

e For instance, don’t make demanding comments like, “I haven’'t been contacted yet,” or
“How long will it take for you to go through the applications?” Instead, say something
like, “Have any decisions been made,” or “Can you give me a little information about
the hiring time frame?”



BSOS
Tell them you understand COVID-19 may affect their needs and timeline. Many
employers are adjusting their workforce due to changes in the economy. Additionally,
employees may be working remotely and might be handling extra responsibilities. Explain that
you understand what they’re dealing with right now and are flexible to fit their needs. Doing so
shows them you’re a team player and are willing to adjust as needed if you're hired.[29]
¢ You might say, “l recognize that the pandemic may affect your hiring needs, but are
you still hiring for this position?” or “I know the hiring timeline might shift because of the
pandemic, but do you have an overview of what | can expect?”

Expert Q&A

How can | be more confident if | don't have any experience in a role?

Meredith Walters,
MBA

Certified Career Coach
Expert Answer

You may not have experience in a specific job, but you probably have strengths
related to the required skills for that job. For example, you may have never
performed a stand-up comedy skit, but you may have a good sense of humor, the
ability to tell a joke, or good writing skills. If you focus on your strengths instead of
your experience, you'll have a much easier time building your confidence.

Helpful = 3 Not Helpful ~ 0

Do | still have to dress formally if I'm being interviewed to work at a fast food
place?

4 ity A
i Community Answer

*®"»

Yes, you should absolutely dress formally when interviewing for jobs, regardless
of what type of work you are looking to be hired to do. First impressions are
important, so make it count!

Helpful = 42 Not Helpful 3
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Do | have to disclose the reason for leaving my previous employer?

o

Only if it's relevant or for a good reason. You don't want to make a bad
impression by saying that you left them for a bad reason.

Helpful = 75 Not Helpful ~ 21

How do I find the contact number for the job?

m

a b

You can usually find a job's number online by searching for the business and
looking at the contact information on their website or social media pages. You can
also ask for a business card by going into the business yourself.

Helpful = 26 Not Helpful 5

What can | do if it takes a long time without being notified?

G

If it is an online job posting, check the closing date. If it is after the closing date,
you can send them a follow-up email. If it is not online and it has been a week,
call the employer to ask if there has been any decision made. Kindly following up
will let them know that you are interested, but doing it too soon or multiple times
gives a bad impression.

Helpful '« 24 Not Helpful ~ 2

How do | get a job when I'm disabled?

o

Look at what you can do and explore employment possibilities that center around
those skills. Once you have chosen jobs that you are able and eager to do, apply
for them. Be prepared to sell yourself on those skills you can accomplish.

Helpful = 46 Not Helpful 7

What do | say to the manager when | am finished applying for a job?

el
e

"Thank you for taking the time to talk to me today. I look forward to hearing from
you."

Helpful © 63 Not Helpful = 15



How can | get my high school degree when I'm 27 years old?

) _ |

a's

Just do a basic internet search for GED classes near you.
Helpful © 16 Not Helpful ~ 6

How do | apply for a job if | have no work experience?

—d

Be humble and apply for the jobs that require very little or no work experience. It
might be cleaning toilets, but if you work hard at cleaning the toilets for three
months in a row, the next employer is going to respect your effort.

Helpful © 53 Not Helpful = 20

How do | apply to work in an audit firm without any job experience?

o

You can ask if they have trainee program. You can start there as a trainee and
later apply for a full-time position. You will be connected to the right people, you
will know exactly what you want to do and what they exactly need.

Helpful = 19 Not Helpful =~ 2

See more answers

“°5 Tips

* Focus on sending a high-quality application to a few jobs that match your skill-level.
Don't just pepper lots of jobs with the same basic application.[30]

* While you're searching for jobs, work on learning new skills that can make you more
attractive to employers. Look for free training online or enroll in a low-cost class or
workshop.[31]

» Test your computer’s webcam and microphone in case you’re asked for a virtual
interview. During the COVID-19 outbreak, many employers are doing interviews
online.[32]

¢ Honesty is the best policy when filling out job applications, so make sure everything
you include is accurate.
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