
Guide to writing
job applications



Introduction

A job application is a set of offi  cial forms that
organisations ask people to fi ll out if they want
to apply for a job.

It usually asks for information about you,
your education, your skills and your experiences.

Over the following pages we have written
about the diff erent parts of a typical job
application form.



A typical application form

Personal Information

You will be asked to fi ll in personal information.

Your information will be kept safely.



You will be asked to fi ll in information about you 
such as your:

e-mail addressFull name Address

Qualifi cationsPhone number
National Insurance 

number
National Insurance 

Most of your personal information will not be seen 
by the people interviewing you. 

Not seen

A typical application form



You will be asked to fi ll in information about you. 

About you

1 Your education at school, college or university

You will be asked to write about your education
at school.

My education



You will need to write down what grades you got. 

You will need to write about the dates when you 
did your exams. 

You will need to list which subjects you studied. 

About you

Maths
English
Science

A

C

When?

If you went sixth form or college, you will need
to write down the subjects you studied. 



You will need to write about any training courses 
you have been on. 

2 Training courses

If you went university, you will need to write down 
the course you studied. 

You will need to write down grades you got 
and the date you got it. 

About you

When?

Training
course



Your employment history is a list of jobs you
have done in your life. 

3 Your employment history

These should be relevant to the job. Relevant
means the course should be connected in some 
way to the job you are applying for. 

These can be any course. They could be a 1-day 
course or a course that takes a year to complete.

Training courses



You will be asked to write them in order of when 
you did them. 

You will be asked to write about your duties and 
responsibilities in each job. 

Your employment history

Duties are the tasks you had to do in the job.

Work duties

Responsibilities are things you had to do and the 
things you were in charge of. 



Here is an example:

Employer name:
Cambridge City Council

Employer address:
County Hall, 10 Central Avenue, Cambridge, CB1 7HD

Your job title
Finance Assistant

Start date
January 2014

End date
March 2020

Reason for leaving (if applicable)
Moved house

Brief description of your duties:

• Answering phone calls from clients and organisations
• Arranging finance meetings
• Making sure invoices were paid on time
• Paying staff wages and expenses

Brief description responsibilities

• In charge of the accounts for the transport team
• Looking at opportunities for new funding
• Supported the finance interns 



Referees

A referee is a person willing to talk about you and 
your abilities.

A referee needs to be someone who knows you 
well, but who is not related to you. A referee
could be:

A friend of
your family.

A manager
at work

A teacher
or tutor

Usually, referees can be approached before
interview. However, you can ask for them not
to be contacted. 



Supporting Information 

Usually, in this section you would need to write 
about:

Why you are a good fi t for the job

How your experiences show that you could
do the job

Good fi t



How your skills show you could do the job

Why you applied for the job

Your talents and your strengths

What sets you apart from others.

Supporting Information



Monitoring Information 

The NHS knows that is good to have a
diverse workforce. A diverse workforce means
having workers with lots of diff erent experiences, 
abilities and from diff erent backgrounds.

The NHS welcomes applications from everyone.

Under a law called the Equality Act NHS
organisations must prove they are not
discriminating against applicants.



Discriminating means treating someone unfairly 
because of:

Your age

Your gender

Monitoring Information

Your religious beliefs



Your sexual orientation. If you are straight,
gay, lesbian or bisexual

If you have a disability

If you are married or in a civil partnership

If you are pregnant.

Monitoring Information



NHS organisations need to ask these questions
to make sure no one is being unfairly
discriminated against.

It will not be used as part of the selection process.

You do not have to answer these questions if you 
don’t want to. 

Monitoring Information

It will not be seen by anybody who is interviewing 
you.

Not seen



Working in partnership:

For more information about the project:

e-mail: info@suff olkordinarylives.co.uk

Online: suff olkordinarylives.co.uk
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