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Job Application Tips
•  Make sure you know your address, phone number, and the days and times you are available to work.

•  Gather the following information:
o Work information and history
o Names, addresses and phone numbers
o Employment dates
o Salary
o Contacts – names and phone numbers
o School information and history
o Names, addresses and phone numbers
o Enrollment dates
o References
o Names and contact information

•  Read through the job application before you begin.

•  Follow the directions and carefully complete the job
   application.

•  Sign and date it.

•  Let the office staff  know when you are finished.


