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Job application forms are often the first step in declaring your interest and qualifications for a job. Successfully filling out an application form can give employers a sense of your abilities, experience and personality. In this article, we describe what a job application form is, the types of questions to expect and give advice on how to make your application stand out.
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What is a job application form?
Organisations create job application forms to find people interested in a specific position. The job application form can have a wide range of questions regarding an applicant's skills, experience and personal outlook. It helps employers find suitable candidates to send to the next phase of the recruitment process. It also helps larger companies streamline their recruitment process. Job application forms are often more standardised than a CV.
When should you fill out a job application form?
Consider filling out an application form when you need a job or while you're currently hired. Fill out job application forms for the jobs fitting your goals, skill and expectations. If an organisation meets all of your requirements, such as salary, benefits and company culture, fill out the application form.Prepare to apply only to companies with your requirements that are actively seeking applicants. Check online job boards or the company's official website for job postings. Keep track of posting dates. Recent posting dates often mean a newly opened position.
What does a job application form include?
Job application forms include a series of questions that introduce applicants to the business. They're often broken up into the following sections:
Personal details
Usually, the first section in a job application form is where applicants enter their basic information. Most job application forms will ask for your name, address, phone number and email address. They may also ask for online credentials like your website or social media.
Education
List all the academic institutions you've attended in this section. Include the name of the institution, the courses you took and any qualifications you received. Try to summarise the information when possible. For example, instead of listing all 5 GCSEs you have, write "5 GCSEs, including maths and English".
Employment history
This section is where you can expand on your work history. Include the business names, contact information and the positions held. Companies format this section in different ways, but they usually ask for a brief description of your work. Others ask for manager names and contact information. Include specific details, but remain as brief as possible.Include the companies that are most relevant to the position you are currently applying for. If you have gaps in your employment, explain them. Show how you increased your skills, perhaps through volunteering, and any courses you've completed.Related: Applying for jobs without lying on your CV
Availability
Some companies will ask you to list when you will be available to start working. Prepare to include exact starting and end times for each day of the week you are available. When considering a start date, think of the earliest day after leaving your current position. It is a professional courtesy to give an employer at least two weeks of notice before leaving.
References
Many employers require a minimum of two references, but it's best to prepare three to five specific individuals along with their contact information. References provide evidence of your skills, work experience and personality to employers. It's a good idea to choose a former colleague, manager or even a former teacher. It is also a common courtesy to ask the reference's permission before listing them on a job application form.

How to make your job application form stand out
Since there will likely be many other applicants for the position you're applying to, you need to make your application unique. The following suggestions can give you the best chance of moving to the next step in the recruitment process:
1. Proofread your application
It's important to thoroughly proofread your application to find any grammatical errors, misspelt words or confusing language. Before an employer analyses your application, they will do a quick scan to look for mistakes. They may reject your application if they find it difficult to read. It's best to use brief sentences and clear paragraphs when writing lengthy answers. Use key phrases that will catch the reader's eye and show that you understand the job specifications. It's helpful to have someone else read your application, as another perspective can find mistakes you might miss.
2. Use the STAR method
The STAR method is a way to keep your answers concise, clear and full of relevant details. STAR stands for Situation, Task, Action, Result. It is useful for job applications when answering role-based questions about previous experiences. Using the STAR method can help you explain what you learned from previous situations and how you will apply the skills you gained to a new position.Related: How to Use the STAR Technique in Competency-Based Interviews
3. Customise your responses based on the job description
You want to customise your responses on each job application form you fill out. Read the job description, and be sure to answer each question thoroughly while following all directions. It's tempting to copy and paste responses in multiple job applications, but this will not create a strong application. Use relevant terminology and phrases that are unique to the industry and will catch the eye of the reader. Tailor your work experience, references and answers to each job.
4. Highlight your online presence
Highlighting your online presence in your application gives your employer additional information about you and your skillset. Being active on social media sites that apply to your industry shows your passion and interest. Also, if your previous work for other clients or companies is online, make sure it is easily accessible for potential employers to view. Since your application is brief about your personal information, your online presence will give potential employers a better understanding of your personality and skills.
5. Attach and adjust your CV and cover letter
Many job application forms will allow you to submit your CV and cover letter. Always attach these and adjust them to fit the job description. Go through your CV to make sure your skills and qualifications are relevant. Be sure to write a cover letter that addresses all parts of the job description, showing a meaningful understanding of the position and the company.Related: How to Write a Cover Letter
6. Apply for jobs you actually want
When you apply for jobs you really want, your enthusiasm will be clear in your application. It is productive to concentrate on a few jobs that really interest you so you can concentrate on tailoring your CV and cover letter based on the job description. Focusing on only the jobs you are passionate about gives you more time to research the company and ensure it is a place you want to work for.
7. Show your creativity
By showing your creativity, you are showing your unique values and standing out from the other job candidates. You can show creativity by giving a unique answer in one of the role-based questions or sharing a relevant work-related story that will help employers remember you and your application.
