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Application Forms
Completing an application form is the first piece of work you will do for 
your potential employer. Your key task to writing an application form is 
to stand out from other candidates. 

Employers do not want to see an application that could have been used to apply for every 
other position out there. Many employers prefer application forms to CVs. Forms are easier to 
compare because, unlike CVs, they follow the identical format. If you’re filling in an application 
form, you’ll still need to work out the best way to present your skills and experience. This is 
why completing an application form often takes just as much time and effort as writing a CV 
and covering letter. However, the more forms you fill in, the quicker you’ll get at doing it. The 
main rules are to follow the application instructions, present the information neatly and sell the 
skills that best meet the employer’s needs.

Online
Some jobs ask you to apply online, which you might 
not have done before. Read the instructions on the 
form very carefully and follow them. 

If the form is online, draft your application offline 
first – in a word processing package like Word – and 
save it to your computer. This way you’ll be able to 
run a spell check before you copy the information 
into the online system. It also means you’ll have a 
back-up if there’s a problem with the form.

More and more sites offer the option of storing your 
application online and coming back to it. If you do 
this in more than one sitting, keep a record of any 
usernames and passwords so that you can get 
back in.

Online forms can be longer and more complicated 
than paper forms – follow the instructions carefully 
and check how many screens you have to fill in 
before you can submit your application. Some 
employers will ask for a ‘personal statement‘.
If necessary, copy all the questions into an 
offline document – that way there’s no danger of 
submitting an incomplete application.

Types of application forms

Paper based
If you’re filling in a form by hand, write as neatly as 
you can in black ink. Use block capital letters if the 
form asks you to. 

A good way to avoid mistakes and crossings-out 
on the final form is to photocopy the original and 
practise filling in this copy first. Take care of the 
original form – don’t spill anything on it or leave it in 
your bag to get creased!



Employment and Work Experience
List your occupations in reverse chronological order 
by job title. If you did not have an official job title, 
try to think of one that describes your position. Full 
addresses are not usually required.

Describe your responsibilities or achievements in 
your roles, bearing in mind the skills the employer is 
seeking. You can group together or prioritise some 
experiences if space is limited.

Interests and Hobbies
Use this space to describe any spare-time activities. 
Try and include activities which involved you 
organising or leading events, or those requiring 
initiative, creativity or passing on intellectual 
development.

Examples could include:
• Keen member of the college football team
• Organising social and sporting events including 

an inter-college competition
• Learning Japanese by attending an  

evening class
• Couch to 5k/Running a marathon

Additional Information
Include here any additional information, that you 
have not covered elsewhere, which will strengthen 
your application further. Examples could include:

• Full Clean Driving Licence
• Prefect/Head boy at school
• Student Representative at college
• Duke of Edinburgh Award

Application Form Content

Post Details
If asked for the post details make sure you get 
the position title exactly right and any appropriate 
reference numbers.

Personal Details
This is the section where you will be asked for 
personal details: name, address, contact information. 
It is important to check this section carefully.

Education
List the most recent educational institutions that you 
have attended first, using the prescribed format. If 
there is only a small space provided to list all your 
qualifications or modules, it may be possible to 
summarise key results or module titles.

Sometimes the education section is split between 
‘general academic education’ and ‘vocational 
or professional qualifications’. There is often an 
additional section for short courses.

If you are a mature student and did not take 
traditional qualifications at school, it is important to 
remember that any qualifications you have done are 
likely to have an equivalent value.

In the case of qualifications gained in other countries 
it may be helpful to visit Universities and Colleges 
Admissions Service (UCAS) to check their section on 
the comparability of international qualifications. Most 
Careers Advisers have access to ENIC-NARIC for 
further advice on this.



Check, check and check again!
Get it right — whether your form is online or on paper you should:

• Read it over a few times to check for spelling and grammatical errors - these are one of the most 
common reasons applications are rejected 

• Ask someone else to proofread it and check it for you 

• Check you’ve filled in all the boxes that are relevant to you. If you leave an empty box the employer might 
think your form is incomplete. If a box isn’t relevant, put ‘N/A’ (not applicable) in the space provided 

• Photocopy or print out the finished form, so that you have a record of what you’ve written. You’ll need to 
be able to refer back to it at the interview stage 

• Take note of the closing date and send your application form to arrive in good time.

Personal statements
 

On many application forms you have to complete a section at the end called ‘additional information’ or 
‘personal statement’. After you’ve filled in the sections on personal details, education and employment, this 
large, empty box is your chance to really impress a future employer.

What’s the purpose of this section?
The form should include instructions, usually 
something like ‘please use this section to explain 
why you feel you are suited to this job and what 
you can bring to it’ or ‘please include any further 
information relevant to the person specification, 
such as which skills, knowledge and experience you 
have’.

The employer will have seen which qualifications and 
work experience you have in the previous sections 
on the form, so the purpose of this section is for you 
to show you’re motivated to do the job and that you 
have carefully considered why you feel you would be 
good at it.

How should I fill this section in?
You should provide answers for each of the points 
in the person specification. You might like to present 
them one by one with a heading, so the person 
reading it can clearly see to which point you’re 
referring.

Why do I need to include examples?
It’s really important that you give examples because 
they provide clear evidence that you’ve got a skill 
and know how to apply it in real situations.

For example, instead of making a simple claim like, 
‘I’m great with money and adding up’, it would tell 
employers much more if you put, ‘I’ve been in charge 
of the stationery budget for two years and have been 
responsible for cashing up at the end of the day’.



What did you learn from your experience?
After providing an example, reflecting on the experience shows that you can learn from your experiences and 
are always trying to improve. For example, you could say that being in charge of the stationery budget taught 
you the importance of prioritising, planning ahead and keeping accurate records.

Using similar examples and ‘what if’ situations 

Even if you haven’t got the experience to show that you’ve got a particular skill, you could say how similar 
experiences and skills would help you approach this area. 

For example, ‘my experience of learning how to use a spreadsheet from scratch shows I can pick up 
software packages very quickly, so I’m confident I’d be able to pick up xxxx package….’

In addition to showing how you meet the person specification, you also need to show your enthusiasm for 
the job and what attracted you to the organisation. Try to use very positive language and describe what you 
could bring to the company.

It will also impress employers if you show some knowledge of the company, such as what they do, what their 
strengths are and any latest development that might have been in the news.

Competency based application forms
Large employers may include competency based questions as part of the application process. Questions 
usually begin “Describe a time when you ... “ or “Give an example of ...”.  They are often the most important 
questions for a recruiter.

These are the hardest questions to answer for most applicants. With practice it does become easier. 

Sometimes there is a 5th element to this structure, Evaluation. What, if anything, could you have 
done differently and what other examples can you give? Even if not asked this on an application 
form, be prepared to answer this at an interview.

Employers are interested in learning about your roles and what you did. Avoid using “we”. Use examples 
from vacation or part-time work; college or university, voluntary work, study at university, holidays and 
travel or personal and family experiences. The focus should be on you. Even if the situation involved a 
group, employers want to know about your specific role in achieving the desired result.

Think STAR:
Situation - what was the context? Describe the situation.  
             

Task - what did you have to do? 

Action - what did you do, how did you do it and what skills did you use?

Result - what was the outcome and what did you learn?



Application form examples

Example - Describe a situation where your leadership was 
tested and explain what was eventually achieved.

I was given the responsibility of head waitress in X, where I have worked for 
approximately twelve months, and successfully held this position for over one year. 

This gave me a sense of achievement since it was my first experience of work and I was 
seventeen years old at the time. Being head waitress in a busy city centre restaurant 
meant I was required to adopt a supervisory role and it was necessary to juggle many 
different tasks at once. This involved giving instructions to members of staff but I 
also made the time to listen and this improved communication within the team. By 
communicating effectively I helped generate team morale and this motivated me and 
the other waitresses. 

Through good organisation and communication, I ensured efficient functioning of 
the restaurant. This work experience was important to me as it encouraged me to be 
decisive and I developed skills, such as management of people and problem solving.



I currently work for X, a company that adopts a strong team based culture. Recently, 
the store in which I work introduced a new clothing department and this meant the 
entire shop floor needed to be rearranged to create space. 

Our store had eight weeks in which to complete the “space swap”, during which 
time the store was to remain open to the public, and so I was required to work under 
pressure to a high level of accuracy, while maintaining good customer relations. As a 
member of the Availability Team, I was responsible for updating the product database 
(adding new lines and deleting discontinued ones) and ensuring the stock balances 
remained accurate. Not only did I work closely with customers and colleagues at store 
level but I also interacted with colleagues based at X’s head office, located in Leeds. 

To be an effective team member, I kept myself up to date on developments and I always 
completed tasks that were assigned to me on time. This experience of working within 
a team-based culture required me to use skills such as planning, organisation and 
co-ordination whilst remaining committed and results focused. The space swap was 
completed within time and with the minimum disruption to customers.

Example - Think of a time when you were doing something 
as part of a team. Describe the situation and explain the part 
you played.

Whilst at university I volunteered to deliver a 30 minutes presentation to a group of 20 
school leavers as part of an Open Day at college. I had to ensure that I marketed my 
course and the college in a way which was appropriate to the age group. I thoroughly 
researched this topic and included my own opinions in the presentation. Time 
restrictions meant that I had too much material for the time allocated, so I had to cut 
down the presentation by drawing out the important points.

I further prepared by presenting to my housemates as a ‘dummy run’, and used their 
valuable feedback to further refine the material. I used Microsoft PowerPoint to add 
a visual aspect to the presentation and to reinforce the points I had made. I asked 
questions to encourage interaction with the audience. The session was rated as 
excellent by over 90% of the students and I have been asked to deliver it at future 
events with continued success.

Example - Give an example of an occasion when you had to use 
effective communication skills.



Please remember the careers team in the Hub can support you 
with every aspect of your job hunting and provide 1:1 guidance on 
completing application forms. 

For more information and guidance please email the Careers Team on
careers@blackburn.ac.uk or call 01254 292929.

The following websites/resources will provide you 
with further information on all aspects of careers 
and job hunting.

https://nationalcareersservice.direct.gov.uk  (example application forms)

www.icould.co.uk

www.careersbox.co.uk 

www.kent.ac.uk/careers/ - graduate careers site (example application forms)

www.prospects.ac.uk – graduate careers site (example application forms)

Moodle – Hub careers and job vacancy board.

thehubblackburncollegeThe Hub, 
Blackburn College @thehubbbcoll


