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SESSION THREE:

APPLY YOURSELF     

Overview
Students begin to develop the image they want to project to 
prospective employers.

Objectives
Students will be able to:
Skills:

h  Evaluate a job and determine if it is right for them.

h  Complete a sample job application using best practices.

PRESENTATION
INTRODUCTION/WARM-UP
If you can get to class before the students arrive, greet them each at the 
door with a handshake.  When they are seated, tell them that you are 
glad to be back.  

Give the students ten minutes to complete the Warm-Up Activity in 
their workbook. Move around the room and provide help, as needed.

RECOMMENDED TIME

This session typically 
takes 45 minutes 
to complete.  Ask the 
teacher to help you keep 
track of time.

INTRODUCTION TIME 

10 minutes
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ACTIVITY 1
Is This Job Right for 
Me?
Refer to the “Is This Job 
Right For Me” form on 
page 11 in the Student 
Workbook.   Explain 
to the students that 
this outlines the criteria 
they should consider at several steps along the 
employment process.  First, why apply for a 
job if you know it does not meet your criteria?   
Second, make sure that when you complete 
your interview you know whether the job meets 
your needs.  Don’t accept a job that you cannot 
perform to the best of your ability.  Review the 
factors with the students.  Explain how your job 
meets these criteria and give an example of a job 
you have declined or would not accept.  Ask the 
students  to rate the additional job factors based 
on importance to them. 

ACTIVITY 2
Completing a Job 
Application
Talk with students 
about the goal of the 
employer in reviewing 
applications.   In the 
first review what is the 
goal of the employer?   
Often students think everyone who submits 
an application gets or should get an interview.  
Point out that the goal of the Human Resource 
Department, which screens the applications, is to 
select three and not more than five people to be 
interviewed for each opening.  To accomplish this 
goal, they sort applications into three piles:

h   Pile 1:  Interview

h   Pile 2:  Maybe

h   Pile 3:  Trash Can 

Ask the students, “Which applications go in the 
trash can?”

h   Incomplete applications

h   Applications with spelling errors

h    Applications filled out in pencil

h   Very messy applications

Review the following “General Instructions for 
Completing a Job Application” with students.

GENERAL INSTRUCTIONS FOR 
COMPLETING A JOB APPLICATION:
(If students do not adhere to these standards, 
they will need to start over.)

h   Use black or blue ink and use the same pen 
for the entire application.

h   Print and use the same style for the entire 
application.

h    Ensure that there are no misspelled words, 
abbreviations, or mark outs.  

h   Complete all blanks on the application with 
truthful answers.

Explain that, if they do this correctly, they can 
use it as a model and take it with them when they 
go to apply for a job.

Depending on the class preference, you may go 
over each application line with them, or they 
can simply fill it out and ask questions.  Here are 
some key points:

h   Ask the students to review the “Part-
time Job Opportunities for High School 
Students” list on page 10 in Student 
Workbook. Students should choose one of 
these jobs for their interview.

Note: some students who already are working 
will ask you if they can apply for that job.  Others 
will say that none of the jobs listed meet the “Is 
This Job Right for Me” criteria.   You may handle 
these issues as you wish.  One way is to tell them 
to write an ad for the position they want and if 
you approve it, they can apply for it. 
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1 Some employers keep applications on file to meet Equal Employment Opportunity Commission requirements.

ACTIVITY TIME 

20 minutes

ACTIVITY TIME 

10 minutes
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h   Desired Pay Range:  Use your experience to 
discuss what they should put in this box.  

h   Days/Hours Available to work.  Put hours 
available by each day they can work.    

h   Available Start Date: This means when they 
can start their employment.   Remind them if 
they are currently employed, they need to give 
two weeks notice to their employer.

h   Education:  Have the teacher help you with 
the school address. 

h   Do you have a Driver’s License?  Discuss this 
section and why an employer might want to 
know the information in this section.

h   References:  Have them list the references 
they have secured. 

Make sure that anyone who has made a mistake 
gets a new application and starts over.

SUMMARY 
AND REVIEW / 
HOMEWORK
When it is time for the 
class to wrap up, tell the 
students that you are 
expecting all of them to 
have an interview-worthy 
application when you see 
them next session.  Tell them that if they have 
completed a resume in another class, they should 
attach it to their completed application, but that 
they still must fill out the application.
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SUMMARY & 
REVIEW TIME 

5 minutes


