
 

 

JOB APPLICATION 
TIPS 

Your job application is the first 
impression you give an employer. 
Businesses often receive hundreds of 
applications for a single job, or they 
keep applications on file and review 
them as openings occur. To be sure your 
application gets put into the “interview 
pile” and not the “discard pile,” follow 
these common sense tips: 

• Supply all the information requested including addresses and telephone 
numbers. 

• List the specific position you are applying for; do not make them guess. 
• Do not leave blank spaces. If a question does not apply, address it by 

writing “not applicable” or “N/A” in the space. 
• If you do not understand a question, ask someone to explain it to you. 
• Answer questions completely, especially when describing the duties of 

previously held jobs. 
• Be honest. If the answer to a question represents a problem area for you — 

for example if you were let go from your last job or have been convicted of 
a felony — write “will discuss” in the space provided. Do not try to evade the 
question. 

• Proofread your job application to check for spelling and grammatical errors. 
• Answer questions to sell your qualifications as they relate to your ability to 

perform the job. 

Additional tips for paper applications: 
• Follow directions. Take your time and, using black ink, write clearly and 

neatly without abbreviations. 
• Be prepared. If you need to apply directly at the business location, have 

the information you need to complete the application before going to the 
business. 

• Be sure to sign your name and date the application. 

Note: In some cases it is okay to attach a well-written, accurate, printed resume 
with the application, but a resume is not considered a replacement for the 
application. 

Access job listings 24 hours a 
day, seven days a week on the 
Idaho Department of Labor’s 
job search website: 
idahoworks.gov 

Other helpful links: 
Idaho state government jobs 
statecareers.idaho.gov 

U.S. government jobs 
usajobs.gov 

Find local offices and start your job 
search 
labor.idaho.gov 

LABOR.IDAHO.GOV 

Idaho’s Rapid Response program is 100% funded by the U.S. Department of Labor for SFY25 as part of a WIOA Dislocated Worker grant totaling 
$2,336,113. The Idaho Department of Labor is an equal opportunity employer and service provider. Reasonable accommodations are available 
upon request. Dial 711 for Idaho Relay Service. 
I-81-209c; March 2026 

https://idahoworks.gov/
https://statecareers.idaho.gov/
https://www.usajobs.gov/
https://www.labor.idaho.gov
https://LABOR.IDAHO.GOV
https://LABOR.IDAHO.GOV
https://labor.idaho.gov
https://usajobs.gov
https://statecareers.idaho.gov
https://idahoworks.gov




Accessibility Report





		Filename: 

		Job application tips.pdf









		Report created by: 

		Kristiana Berriochoa, Project Coordinator



		Organization: 

		Idaho Department of Labor







 [Personal and organization information from the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



