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This step-by-step guide will help you:
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Get ready to apply for jobs online; Gt ZI KDK |GOt GKe £ 1 TGt b

el RIKUE &
Search and apply for jobs on the internet;
and at ZT A ¢ GAML| 8T GUzZ

Use email to communicate with employers. i GfAn L BljI K A K n

The | ast page of this handbook is a gl ossary,
the application process. There are simple definitions in the glossary for each word marked with an
asterisk(*).
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We hope that you will keep this handbook as a tool for current and future job search.
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Good luck!
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Strong Families, 5 ymmunities. Since 1906,

{‘ Ne|ghborhood House

A project of the City of Seattle in partnership with Asian Counseling and Referral Service and Neighborhood

House.
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BEFORE YOU START
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1. Set up an email account. You can set up a free email account at many different websites, including:
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Google (find t hettpl/ivwwlgdogld.com),oGma i | at
@4 a&® GAw dzAz DK |

Hotmail (http://www.hotmail.com).
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You can send, receive, and store messages from an email account.

For help setting up an email account, see this handboo
2. Gather all of the information you need.
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Personal information. This is your full name, address, and telephone number.
@& Gne¢®BAGL &Nj3T En | NjA3 | EKaen GAT L O
TIP: If you do not have a permanent address where you can get paper mail, find someone who can receive mail

for you, or set up a post office box at your local post office. Also, if you have no telephone or voicemail* you can

set up free voicemail through Laser Voicemail (http://laservoicemail.tripod.com ) or another free voicemail service.
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e Employment history. Company names, addresses, and phone numbers of past employers and the dates you
worked for them. You will also need names of supervisors. If you have little relevant work experience, include
volunteer and unpaid work (like homemaking, childcare, or care of the elderly).
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http://laservoicemail.tripod.com/

e  Educational history. How many years of schooling you finished, the names of the schools, and when you
attended. Include any degrees, diplomas, licenses, or certificates earned.
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e Criminal history. If you have a criminal history,* it is important to know when the crime happened, and whether
you were arrested* or convicted* ofacr i me . I f you have a criminal recor d,

Criminal history. NOTE: Parking and traffic tickets
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e References. Most employers ask for three (3) references.

o Professional references: Supervisors, managers, owners, co-workers, or clients.

o Personal references: People who can speak about your character. They can be friends, landlords,

teachers, or community members.
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TIP: Your references should be easy to reach by phone, be able to say good things about you, and speak English well.

Call your references and make sure they can recommend you before you list them.
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3. Prepare your résumé, cover |l etter, and sample applicat
e Résuméour résumé should Iist all of your skills and ex|

can include employment experience; education and special training; special skills you have and languages you
speak. For more help on writing your httg:Bgo2wéksoungd.cona s e Vv
and sefectt t h eRélsiumké . Hel p
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http://go2worksource.com/
https://fortress.wa.gov/esd/worksource/StaticContent.aspx?Context=ResumeWriting&CurrentPage=ResumeWriting

http://esl.about.com/library/business/bl_jobs_find.htm,

http://jobsearch.about.com/od/coverletters/Cover_Letters.htm; The Owl at Purdue,

http://owl.english.purdue.edu/owl/resource/549/01/; and Job Star,

http://jobstar.org/tools/resume/cletters.php#Good)

@7 OQU o iAW 0 Ot GKii | NjeeT OQU O BK T K EjuAé te 7 L ofz¢ efal & z O
GEz 6t YRT Gf 2 ¥ n gisit About.com,
http://esl.about.com/library/business/bl_jobs find.htm,
http://jobsearch.about.com/od/coverletters/Cover_Letters.htm; The Owl at Purdue,
http://owl.english.purdue.edu/owl/resource/549/01/; and Job Star,
http://jobstar.org/tools/resume/cletters.php#Good)

TIP. Do NOT put the following information on a cover | et
or gender; (4) age; (5) hobbies; (6) immigration entry date or status; or (7) pictures; (8) references; (9) religious
beliefs. Al so, never put Soci al Security Numbers or ba

section of this handbook).
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o Sample application. 1t is helpful to prepare a sample, paper application before you start. You can find and print a

sample application at the Quint Careers website, http://www.quintcareers.com/employment_application.pdf. Have

someone who speaks English help you with spelling and grammar.
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http://www.quintcareers.com/employment_application.pdf.
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4. Leave yourself an hour or more to finish each application.

éUfoml BT 3LKI I Njz

5. Take good notes to help you remember where and when you applied for jobs.
Include usernames*and passwords* in your notes. Example:
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http://www.quintcareers.com/employment_application.pdf
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SEARCHING FOR JOBS AND APPLICATIONS ONLINE
LT ¢ e BKOEL 21 fod |T1 G

Job search websites. Some helpful job search websites are http://www.go2worksource.com ;

http://www.monster.com ; http://www.quintcareers.com ; http://www.truecareers.com ; http://hotjobs.yahoo.com ;
http://seattle.craigslist.org, and there are many more. Most of these websites let you search by the city, state, and
type of job you want. For help deciding which job categories interestyou s eeTdmelO0 Qui nt esse
on the QuintCareers.com website at http://www.quintcareers.com.

nlal An @&l B KI BKU RT & n GHitp://www.go2worksource.com ; http://www.monster.com

; http://lwww.quintcareers.com ; http://www.truecareers.com ; http://hotjobs.yahoo.com ;
http://seattle.craigslistorg EK§ § O] y KEODBD UG 1 ¢ GEZ T y i nZzE ket 7 y KA OF
e ¢GMAA 31 0N&e T DBt 3L 0 NET GFf NDU@ 6 Z LjGy
http://www.quintcareers.com.

Specific employer websites. Many companies let you apply for jobs right on their websites. For example, you can
search on the City of Seattle website at http:// www. seat

right corner.
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SEATTLE.GOV | City Services | Departments | Staff Directory | / R \\J About Seattle.gov|01ty Comactsi

@ SEATTLEGOV — R —

Greg Nickels, Mayor f Seattle.gov This Department
areer Cente PP iHome | (iJAboutUs | (3 Contact Us
Building Your Career and Your Community City of Seattle Personnel Department |

How! to  Applys

Job Openings
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Passwords:
Passwords must
have a minimurn of
8 characters. For
more password

Create Account or
Log In

New To Our Site?
Tips How to Apply

Online information,

Frequently Asked o mclgdmg how to

Questions retrieve a forgotten
. d, click

Quick Resume and passwora,

Cover Letter Tips : @Lntlm

Aprlicao0 CudETor The City of Seattle - Employment Questions on the

City Employees Building Your Career left.

Application Guide for and Your Comm unity

External Applicants

Police Officer

The City of Seattle offers an amazing array of career
opportunities, with more than 1100 job titles and 26 operating iz
Fire and Police Exams departments to choose from. The nearly 10,000 employees of the seattlepoliceiobs.com

Additional Emp?‘o‘?mcm Info;


http://www.go2worksource.com/
http://www.monster.com/
http://www.quintcareers.com/
http://www.truecareers.com/
http://hotjobs.yahoo.com/
http://seattle.craigslist.org/
http://www.quintcareers.com/

You can f i ndhomepagerhpsearchingonline. Common search engines* are Google

(http://www.google.com ) & Yahoo! (http://www.yahoo.com). Here is an example of how you might search for Hilton

Hotels.

eu| ¢E]IAJLIBD 6IKAOEY A
(http://www.yahoo.com) Hilton Hotels e T &

http://www.google.com) EK G &
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Lay

Google

HILTOMN HOTELS

Google Search | I'm Feeling Lucky |
by

The search result wildl l ook | i ke the 1| ist

down from the top.
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Web |Images Maps [Mews Shopping Gmail more v Sign in
Google [RICTON HOTELS

Web [MNews Results 1 - 10 of about 2,790,000 for HILTON HOTELS. (0.42 seconds)
Hilton.com Official Site Sponsored Link Sponsored Links
www_Hilton.com Book direct on Hilton.com For Our Best Rates, .

el Hilton Hotels at Amazon

Millions of titles. new & used.

Hotels by Hilton - Hotel Reservations. Deals. and Room Rates ~ Free 2Day Shipping w/Amazon Prime!
Find and hook hotel rooms online at the official site of Hilton brand hotels. Amazon.com/books

Research hotel locations worldwide, and browse hotel deals worldwide.

www_hilton.com/ - 87k - Cached - Similar pages

Eeservations Eesorts & Spas
Employment Specials & Packages
Hampton Hotels Reservations Honors Reservations
Login Page

Bl

More results from hilton.com »

Hilton Family of Brands

The US Olympics and Hilton share many of the same core values. ... All Hilton Family Hotels,
Conrad Hotels & Resorts. Doubletree. Embassy Suites Hotels ...

www 1 hilton.com/en_USfwwifobfindex.do - 82k - Cached - Similar pages

Hilton Worldwide Home Page

Hilton Hotels Corporation is recognized internationally as a preeminent hospitality company.
About Us - Corporate History - Management Services ...

hiltonworldwide1_hilton.com/ - 16k - Cached - Similar pages

MNews results for HILTON HOTEL S

«{{& IMarriott. Hilton planning new hotels - Dec 29. 2003
/' Lima. Peru newspaper El Comercio is reporting that several hotel chains, including Marriott

ow.

You


http://www.google.com/
http://www.yahoo.com/

2. Local and national newspapers. You can search for jobs from newspaper websites. The Seattle Times website links

to the NW Jobs website at http://marketplace.nwsource.com/jobs. You can also search at the Seattle Weekly at

http://www.seattleweekly.com.

@e t UEEERK OKE | )8 US Nj@y 7 Beattle Times EK Seattle Post-Intelligencer &aNW
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3. Finding job applications on websites. Whenyougotoaspeci f i ¢

company

a |ink to the career s, j obs, or
home page. It may look like this:
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STORES & EVENTS CAREERS CUSTOMER SERVICE
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4. Drop-down menus. You can search for jobs by location and job category on the careers page. Most websites use
drop-down menus to help you search for jobs (see picture below). For example, to select a state from a drop-down
menu like the one pictured below, click the left button of your mouse* t he

the menu and you can use your mouse to select a state. Highlight* a state and click again on the left button of your

mouse.
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Ohio
Oklahoma
Ontario
Cregon
Pennsylvania
Rhode Island
South Carolina
Tennesses
Texas

tah

Virginia

Wisconsin
United Kingdom

Select..

on

t he

or

organi zation

page.
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http://marketplace.nwsource.com/jobs
http://www.seattleweekly.com/

Drop-down menus may allow you to search by keywords,*1 i k e hursing, clerical,

@0 Njg L j7 + NDrop-down) i RGZI DK |G¢ GEOGE) ngnur sing, c |
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Maps and pictures. Some websites use maps or pictures to help you search for jobs in a particular city, state, or

country. Click once on the left button of your mouse on the picture or part of the map where you want to work.
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Beginning your application. To begin filling out an application or profile,* you may have to select a button that says

Apply Now.
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Apply Mow M

10

or



SETTING UP AN ACCOUNT OR PROFILE
nd nNjI (RYGT 1T GEUe& A

Account. Usually, job search, company, and email websites have users create an account.* They may call this
account by another name like profile* agent* or login name,* or you may have to click on a link that says register.*
You will have to create a password* too. If you create an account, the website will keep your basic information, and
you will not have to type it again.

Ar N} AY0 ONB UL | £ ¢ GBXK & Glj Un Kl 8w NI DK |t d n Njt it 3 E
®&UKRBI 0t ] D83 61, %agent,*orloginname*&§j ék | Et 3061 DK |Et 3t 22
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Username and Password. Different websites ask for different combinations of numbers, letters, and symbols (like *,

#, &) for usernames and passwords. If possible, use the same or similar username and password at each website.

Username and Password. (2Z 0 RTINJKg n NjlN®&Ze 63 ZZe GG GR
ETLOY¢0Q3Oy | ng PHREVNDBDEZ URTMNIKEN NI RUGT Bp T A AKK
6G&UGI vy

Username:
Pssword:

Confirm Password:

USERNAMES:

®ZUR|] MJ

Should be easy for you to remember, f oameexampl e, al
6GEBKel nzh b&Il nz NWAI GUL | VADK |a&t n A |

o0 Can use numbers, letters, and symbols.

ETO¥ 33O ngOT U6 |KbGG

11



PASSWORDS:
gn Nl 3
o0 Should be secret and difficult for other people to guess.
TnT| LEIKE U3 EtAe i 2z
o0 NEVER use any part of your name, your birth date, or social security number.
@| n Nj&h JU? @z NGG&t #NOGT LETIAKU RT 0 2
o If possible, use a combination of numbers, letters, and symbols.
f ZbeUGRBRE@T I y ?|3rGGeT nniERU 6 1

o Enter your password carefully. You will not see the letters and numbers you typed you will only see dots.
You cannot see any mistakes you make.

gnNjl 3NTt RENANGn AE|Ogblt @ AKOE|é10 2z IDK T & Ab
GGz G

0 When you create a username and password, usually you will have to enter the password twice. A
website will not accept your password unless you type it exactly the same in both fields.*

gnNlggTée EUQET NB 3Gn KU @REZVUL@Y 30Kt r Gn AKIG Ti G|

Choose a password: |""""
Minimum of & characters in length

Re-enter password: |"."."| L\})

o If you use capital letters when you create your password, you will have to type it the same way every time
you log in* .

Ouwj 26&ZIZURT NX ¢ QU GNGe Uvj zGUG6|eé Bng¢ GeéeNjz G

O Be careful to avoid selecting the ACaps Locko key
iZeKCahpeocijkié] tDat 6 E

0 Remember to take notes.

I nz DEONX o
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UPLOADING RESUME AND COVER LETTER
L GTKAUIQU O Nt DK T nAUZ

Browse buttons. When a website asks you to ypload® y our r € s u mé ,broiwse* bugtbno Brawvsebottons a
look like this:

10 rowse buttons). ' U1 NjzDgj U T NIDK Je T n Aigload*n Gn ¢ G1
L°JI NG

Z{B
ZKeKT n GG

B

Select a file to upload

When you click on the left button of your mouse on the browse button, a window appears with a drop down-menu.

Thedrop-down shoul d be | abel ed Look in. Click on the I oca
&7 Npi U] NIGIKI | 06T tEddeeldt JLjON# +t NEUEt Looke|iGzGGydttleét
e UL UY Nfgin DB 7 U0 2K U E]
Look i I gi Py Computer j @ _? -
312 Floppy (A7)
‘% Local Disk ()
L CD-RW Drive (D:)
\=e BackupDrive (E:)
fzhait on ‘acrsfasitacrs_home' (H:)
EIT only on 'acrsfasl' (1:)
Desktop fxacrs_share on ‘acrsfas1' (5:)
‘ fxmedidata on ‘acrsfas1' (Z:)
fdp Documents %
o B
L Tpe
kdy Computer
File name: I j Open I
Files of type: [ & Files %) | Cancel |
“
2. Copy and paste. Some websites dosommé. |l et ngbpeadpl gad amusé typ
your résumé into special fields. Typing all of your i
the information directly from your résumé. Foll ow the
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a. Highlight the text you want to copy by holding down the left button on your mouse at the beginning of the text

you want to copy. Drag* the mouse along until you reach the end of the text. Release the left button. The

text you want to copy should be highlighted.

er)Z e e

a

YE

G

Click Edit on the toolbar* of your word processing or text only program. This opens the Edit menu.

() UG ES 2(Edi)z GUIGKy &3 1 + NEf 22 G

Scroll down and click on Copy.

@)Dz 01 ZH QLBE BREG3T A

Eilz | Edit Wiew Insert Format Help

o

Iﬁ Uk

&

LT T T=—1

LInda Ckrl+Z
Chrl43
Paske Chrl+Y
Paste Special. .,
Clear Del
Select Al Chel+A
Eind... Ckrl+F
Find fexk F3
Replace. .. Ckrl+H
Limks. ..

Dhjeck Propetties  Alt+Enter

Dhjeck

3

a

d. Go to the website where you want to paste your information, and place the cursor* in the right field (or text

e.

box*) by clicking on the left button one time.

Again, click Edit on the foolbar* of your word processing or text only program.

(A&t |IDXE37n VLGS Bel] e OGBSI

a

Tcursorf | LI NEAVDUVEDA &¢ e 8 Uz
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f.  Scroll down to Paste and click on the left button.
(DAt |IDG nFH ePnLLGII BE|) erVGBE3I &

Eile | Edit “iew Insert Format  Help

0 Lnda Chel+E
— ot Chrl+

I.-'i‘-.na [
Copy ChrlC i

E Paste Special, .. ! L
Clear Dl
Select Al Chel+8
Eird. .. Ckrl+F
Find filesxk F3
Feplace. .. Zkrl+H
Links, ..
Ohjeck Properties  Alt+Enter
Ohjech

The text you wanted to copy should appear in the field. Read the text carefully and correct any errors.

Yiel 3l@¢eae K61 UAGHTH Riall & T 2

Simple format. You should creat e yfomarsoadyempioger damopen h with anywep | e s t
browser* or operating system. * Foll ow these suggestions to create a
6eGer I T UTU6GEKe OUNDOI + 0BD 37 Qin| j« 3 T 2EtAe UZAF 3t 3
GzNDutmenZZURT DD z0Unel GnA®S I T & 6 GEiIKOIGBe Ué

@] t ZE&h Gt ZE

a. Open your résumé in your word processor program, like Microsoft Word.
LUOY NENjl gLEHTILE|l T AnKD¢ zZ
b. Use a simple, even font* like Courier.

6 G&> 1t RKOORU 6 Te| n fpnt* like Courier

c. Do NOT use fAdtabs. 0

z UKD 61
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d Do NOT fAindento (by hitting the space bar or fATabod)
the paper (see below).

Et 3t indeRT6nS WIGTU6DPK|z00T | 2)DK| Lt ZIG®I @E | DD
elKetty0@ z e NKT Gt.o%e | GUNG e
I

e. Do NOT use bold, italics, or underlining. Use ALL CAPS for emphasis.
0 G Dold, italics, DX Junderlining. AK U 6 T e¢7T Ur ALLCAPSKU RT ¥y

f. Do NOT use automated bullets or lists (see below).

Bullets

Instead, use asterisks (*), hyphens (-), or plus signs (+) to create a bullet style list.

01 ZHOEO®KUGT

g. Save your document in two different formats: (a) RichText ; and (b) Pl ain Text. For
drop-down menu and find fiSave As. 0 Save a version of yo
you can open the document in Notepad or another plain text program.

@b | il @ 1 Ali(a) Rich Text; EKii (b) Plain Text. GA | E| nBxs KG t+ NE O NDID
ZzOweNJI N Savet KAsLWT 6UG)TEXT GKJYPI ai nii|TeNt .
YGLUAE3ZT UFgKbGG

h. Cl ose your document and open it again in ANotepado o
looks right.
073 L 0] U7t 7 KI EKUA 2¢ 3DK |GG GUNjzZLE| KU¢ Zy ZTUBIG |
GLeéUy

i. Save any changes you made.
0Aedn TGOL aedzTv L e ADGGN 6T UBAve G3 I &
e 0 eTuL s@WorkSource website 0 7T EEt O Ginuwit Q] EKL o

http://www.go2worksource.com (selec t r é s u m&L hE 10pR . L

TIP: Use a more attractive résumeé format to bring to interviews
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COMMON ONLINE APPLICATION QUESTIONS
Uu NJE Ul DAd K G Ke] U & F NjO 7

1. Personal information. Most online job applications ask you to fill out personal, employment, and education

information. Take special care to protect your personal information.

Ga
At
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2. Educate yourself about identity theft! Identity theft is a risk when you post your information online. It includes
crimes like someone using your social security number so they can work, using your credit card information to buy
goods without your permission, or using other aspects of your identity to commit crimes. For more detailed advice
on protecting yourself from identity theft, see one of the nonprofit identity theft websites like World Privacy Forum

(http://www.worldprivacyforum.org/jobscams.html) or Privacy Rights Clearinghouse

(http://www.privacyrights.org/identity.htm).

Lee K31 Z222 K3t Z27 S|IAQARNIVY GzA4 ol n Mt 2 ' T @G nL R
Di o0&t | KOG Gy Uit At O] n KDyl eqdT L 0&1 RTe @K Un

(http://www.worldprivacyforum.org/jobscams.html) or Privacy Rights Clearinghouse

(http://www.privacyrights.org/identity.htm).

3. Short answer questions. Some applications require you to write in sentences. |If they do, keep your answers

short and professional. Here are a few examples of possible questions and answers:

ABT T GnGGOdzGrf Njoy 0tT3GF NJ®BI 7T GrK ¢ GérEe B n NjU8 KT Gt y
T Gf 2z

Q: Why do you want to work for our company? (Grocery Store)
Ty TUt GOI 1T n| £ GUly RO}

A: | want to work for your company because | respect the quality of food that you sell, and | like

the friendly atmosphere of your stores.

(eUgUuUt GL|a¢GTUDt GRI| I I Z2eZz)] ODKinZt é&j
n GG ndklJ
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Q: What qualities make you the right person for this job? (Produce Worker)

MeUeal] t0@&EOQI A%

A: | am the right person for this job because | worked at a fruit and vegetable store for two years
in my home country, | love fresh produce, and | enjoy helping people choose healthy foods for

their families. | also enjoy working on my own and as part of a team.

()EkeUaldS|U@Q ULt Gzf)]U@ ? AALEGe dzé elzT Keé G
I

Et |&&hul b diuNgk z Tre 2 UcmzslnelDagzUGe; nDeplNGJ 7

NNOI OFE S|EDDedzay G Z30aGER&IE T+ BIT L] 2| D& NJ

b dly
TIP: You should never put personal statements I|ike I
My husband stild]l lives in my home country, so | need
21 8§ ? OKe eUD| keZ3T L@@3 L] 2¢ UQK|Ue teZAliZne Eh
UZrail gze L"JaoKaE

Reason for leaving your former job. After you type your employment history, some applications ask for your

reason for | eaving a job. K ecagst. Homot try tmerpkaiw evergthing.h or t p

263k | Njzet] e 6 & Ines3in| Nzj BJE @] tEl Q¢ @@ ¢ | U KO IT1 K
Ed# ZeEhuNibGn 6| Bt T Ul | 2ng¢ BKOG)

DO USE POSITIVE PHRASES: DO NOT USE NEGATIVE PRASES:

e Wanted a more challenging job e Quit

e Wanted a job with more responsibility e Fired

e Work was seasonal e Job was too dirty.

e Wanted a career change e Laid-off

e Needed permanent full-time work e Not enough pay

e Lack of work e Too far away

e Work was too hard
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5. Educate yourself about discrimination. In King County, an employer cannot discriminate against you based on
race, color, religion, disability*, sex, national origin, sexual orientation, marital status, parental status, Section 8
housing subsidy, ancestry, retaliation or age. Also employers can only ask certain kinds of questions concerning

disabilities or criminal history in the job application process (pre-employment). For examples of fair and unfair

interview and application questions, seethe Wa s hi ngt on Admi ni st r 42-140/(fend thesed e , WA (

regulations at http://www.leg.wa.gov/legislature).

NeA3 gl nNGnZ | G YtEeNI Rh T+t ONPFSl3gil 3Ll nytide| yi8KI A
GeUby T tiégme] A E¥WUDK |G Ul yT f AKIO& | ¥y

6 SLNPZDATIGF NjOYWk en T @#z) D2 ASI i) | GedlGu K&DGE Yy

e] n§LjOt éH & n L Administrative Code, WAC § 1 612-140 (find these regulations at
http://www.leg.wa.gov/legislature).

e Disabiliies. For more information about discrimination bas:
accommodati ons, contact Washi ngthitm/wikwwpaseights.org/,1-800-nd A
562-2702 (TTY 1-800-905-0209), or the Equal Employment Opportunity Commission of Seattle,
http://www.eeoc.gov/seattle/index.html, 1-800-669-4000.

Av gt t TG Gnt TGIKE | O AR § 1-800-562-2702 K Q dzBXK | Washington
Protection and Advocacy System, http://www.wpas-rights.org/, 1-800-562-2702 (TTY 1-
800-905-0209), or the Equal Employment Opportunity Commission of Seattle,
http://www.eeoc.gov/seattle/index.html, 1-800-669-4000.
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e Criminal history. The Seattle Office for Civil Rights has a helpful brochure that you can read online at:
http://www.seattle.gov/civilrights/documents/CriminalRecordsfact_sheet.pdf. You can also contact the Seattle

Office for Civil Rights (http://www.seattle.gov/civilrights/) for a referral to a legal services agency that may be

able to help you.

n GG¢adD2 @A Uyn G208 no?n Y G KAL OT Lo KOGEBK|
http://lwww.seattle.gov/civilrights/documents/CriminalRecordsfact_sheet.pdf.
(http://lwww.seattle.gov/civilrights/) KT U n

e Background checks. Many employers conduct criminal background checks. If you have questions about
what your background check will show, visit the WATCH website (Washington Access to Criminal History) at

https://watch.wsp.wa.gov/a nd s e | e c inthe |EftAn@nu (Ffequently Asked Questions).

LedLel NbBnel i Nhee GS)I0US ST NiDe I DNjs Bt hEU KEUKRE Yy
nedLVeé | Nb 8T Gar GNWATCH (Washington Access to Criminal History)
https://watch.wsp.wa.gov/ KT U n

6. Fill in all fields before you move to the next page or submit your application. If you create an account, you may be
able to go back and correct information later. But not all websites allow for this, so you should come prepared to

fill in all fields the fist time you fill out the application.

7. Select only one circle or box. Most applications will ask you to choose answers from bullets, circles, or boxes.

Usually, you can only pick one answer per question.
[ or check] all that apply.

At QtOUK|] LUADG Bl j D GNBfHUg Z# DUyt BIT3T I Gn Ol 8AB% ONa U
fAL 30 GEH 3T ©Z¢ @A LT T NIGNE 371 BoLe s
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SUBMITTING YOUR APPLICATION
I7TGtbNET Gf(EnApPz

If possible, save your work. Some online job applications let you save your work and come back later to finish

and submit your application. But do not assume you can do this on every website.

Zbleltae] Ez4T1 IDKJLINYGnd6))83I get 31 &UIDMKEK &) Gnj E
ENULUZDAg Lme] EZAn 6] ORI GL G2 UEt 331 K¢ ROBEIAL Ot JeBK ¢ RO |
ne UBE|K¢ 6 0UEJAGn U

Initials. Online, your initials* may act like your signature. Usually an employer is asking you to promise the truth

of the information on your application when it asks for your initials. It is important to tell the truth on all job

applications.
@2 [ GUKye] GUEt QR IKHr U] 6y 0t DEnKI&»I ] GUE 3G31I a
KAQOEIt Od&Enbh I IGKENY 2T n ¢ IAn ¢ GENY

Submit button. When you finish your application, edit your work, and select the submit button. Usually, you

cannot make changes to your application once you submit it.

a1 U7} GLUZFYGZNJI3 L ta

&1 n A( EGeéT NMIUVe Ok B AUJE Gn ADK |
A UTEZKt TAF Qrn AU &1 T 11 6 &RAK

bG] ¥

Submit
T nA

C(

21



COMMUNICATING BY EMAIL WITH EMPLOYERS
GET Gf 2 ndllT hue AT

1. Watch for confirmation emails. When an application asks you for your email address, you should receive an
email confirming that the employer received your application.

e’ 6 BiN& ARU UGy |nj BEl GA3 | ONU &6l TH GZNJ3 Lt ®kn AU
el n 7LN§ AGQA OE

oGy

—( =2
I

2. Replying to employer emails. After a company contacts you to tell you it received your application, you may get a
second email asking to set up an interview. If an employer writes to you and offers you a few choices of interview

times and dates, your reply should look something like this:

e 6SE G TenyTTGnl 2uy ¢tAt 36 U 7T Gt bNjgl e Nz ENGE GRee £Q
eRGUKRTU| E3SGKAI NNEK Gy e Nit z KT Gf 2

1H [Email address of company or hiring staff].

Check Spelling
I, «Plain Text

Dear [Company name, Human Resource Manager, or other name],

Thank you for offering to interview me. I can be available for an
interview on [date and time]. Please let me know what I should bring
with me. I look forward to meeting you.

Sincerely,
[Your name]

If you cannot meet at any of the times the employer lists, suggest some other days or times, but if possible, be

flexible.

TIP: Emoticons like smiley faces, graphics, animated |

unusual font colors (like pink, green, or red) should always be avoided.

21 833 Kr | GULE&Tyn n By LUAyTadt G ULUY @7 edA® ESTe | QYT A n E 2
it At AaMK 6K TU6KruUOy
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TECHI}IICAL PROBLEMS
270t 061D

Timing out. You may time out*if you take too long to fill out your application online. When you time out, your
application may be lost, and you may have to start all over again. If possible, save your work every 2to 5
minutes, and be prepared with all of the information and documents you need when you sit down to fill out

applications on the computer.

e UeRiyS|6nUe NIIj Bft | Hi3t &0l BGROGGG 8 Uy &j (EIZEKU s G
ne UieGn DEU QA3 na‘eéj 1 GKATI OUNjz GyeBtURR 3 Eb @500 F'R,u’f G
nl Njzntyl 3LE&AT UNjZGGn? GaARBTMOY | AZHTT E3SINP UG A Y

Freezing. Some websites take a long time to upload onto a computer. After you click on a link at one of these

sites, wait untyunrums howuk gi $ Thee hourglass shaws/you that your

computer is stil |/oad*thédveh gagen I§you keep clitking/on theysamegicture or map, your

computer may freeze. This is also true for next or

&Y ) NGle T n P4 )i Et 0t UY] ANZéT nl1zA| & UK DN neUée

] GUENULUG @ILA UGF 2T UGWGWOQLa&N eWi] AZ&l KLEKE K Gyey

6T G neex|te NEN} KEKG

Back and forward buttons. Most applications do not | et you use the
browser. Example:

SN e R EZRIR

If you use back and forward buttons, you may loose all of your work. Inste ad, use a websrtensext

buttons to get from page to page.

HOoOKUGKE eDEBERQ Y
J‘{")‘A

back EK &forward buttonf Z0 6 £ | Njz88GUK D GE | 7 Jou may loose all of your &

~

previous oKl 6 erxt buttons

Red stars and red text. Check yourworkc ar ef ul ly before hitting the next,
make mistakes or required information is missing, you will not be able to move to the next page or submit your
application. When this happens, you will see the problem highlighted in red or in red font (red type). Sometimes

a website uses red stars to show you where the required information goes. If a question does not apply to you,
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you can al ways put N/ A (not applicable), None, or

6Kn2|’K6K\?é?nINjiGiT+F’€Rﬂ Eel 6 TeNF 60Gnext, continue,
buttons.f ] UG |INP & 381Gl @ é Uy

nézizk DK]|OélweDDT 6 TAMIE3AKOE |ne (iiEze UNJ|Gn¢ CGOK |L é 72
vGnZudzB 6 TEND3n e ] KBIGST Ndn Niel KT e DEH N/ A (not appli
None, @loekl EO.

FINDING COMPUTERS TO USE IN YOUR COMMUNITY
GeuvUUNEZY | AZ LT 6 |

If you do not have your own computer or if your computer is very old, you can use a public computer. The City of
Seattle has created a list of Community Technology Centers (CTCs), which includes centers based in housing

projects, human service agencies, libraries, places of worship, schools, or community centers. Some of these are
open to the public, and others only serve members, students, or housing project residents. You can find this list of

CTCs at http://www.seattle.gov/tech/ctc/.

a‘egnNﬁl/\Zf|’uthzeE|\mzr<1ALEt5+0|t{u OREzZe Gt ©) j ZK¢ Gay
&n GEEIeY1 +ZUAGIgEt g n |G G LDG RCJLad Fyy Griv? | NjD¥§ e I'tid DEK
2t 3187t ek Me ot UqbBIDEGAe élblteali L ofzz o) ANDAN &7
KT U http://www.seattle.gov/tech/ctc/.
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GLOSSARY
@RGEONj®T aj)D

10.

11.

12.

13.

14.

Agent: Some websites call your account, your agent .

Arrest: When officers of the law take a person into legal custody.

Background check: The process an employer uses to |l ook up a p

records of past employment, credit record, and criminal history.

Browse button: The button a person uses to find and upl oac

or email.

Browser: Lets you search for and open documents and websites on the internet.

Conviction:. When a court finds you guilty of a crime, you are

Cover letter: A letter that one sends with a resume and or job application to introduce oneself and express interest

and qualifications for a particular job.

Criminal history: A p e rorsl of arimmal actevity.

Cursor: The blinking line where you can begin typing.

Disability: The U.S. Supreme Court explains that to be disabled, a person must have an impairment that

prevents or severely restricts the individual from doing activities thatareof cent r al i mportance
daily lives like walking, seeing, hearing, bathing, household chores, or brushing teeth. For statutory definition

see 42 U.S.C. § 12102(2).

Drag: When you physically move your mouse while holding the left button down, creating highlighting or moving

an object on your computer screen.

Field: A space for typing information in an online application.

Font: A style of letter type, like Times New Roman or Courier.

Format: The style and layout of a document.
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15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

31.

Highlight: To color certain text grey, black, or another color so that you can cut, paste, or copy it.

Home page: The first or main page of a website, used give basic information about the site or the company.

Initials: Your initials are the first] et t er of each of your names: first, mioc
full nBaraek Hussein Obama, and hi 8H0.ni ti al s are

Keyword: A word an employer uses, i ke clerical lejobst o ca
Link: A word or picture that when left clicked (or selected) takes the user to another web page.

Load: When an operating system reads a program, a web page, or a file and opens or makes it run.

Login name: A username, used to get into your online account.

Mouse: Thesmall, hand-hel d i tem one uses to select text, click b
computer programs and systems.

Operating system: The software that runs programs on computers. Operating systems include Microsoft®
Windows® XP® or Apple® Computer's OS, among many other

Password: A secret set of letters, numbers, and/or symbols created and used to access online services like email

or other online accounts.

Profile: Your personal information, usually including your resume information. It can also be used to mean

user name.

Register: To enter your name and information into a computer system.

Select: To left-click on a word or a picture that links you to another page, or to highlight text.

Search engine: Systems like Google, Alta Vista, and Excite that allow computer users to search for documents

and websites on the internet.

Text boxes: Se e field (above).

Time out: When you exceed a time limit.

Toolbar: Where the icons are located at the top of your word document or web browser
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32. Upload: To move a file (like a word document) from one system, disk, or computer to another.
33. Username: A personalized set of letters, numbers, and/or symbols. It is not secret like a password.

34. Voicemail: A recorded phone message.

>~ ~ )

BELngiqeeZ Xl eEIGetenU
4.00é| dZD®9 SIneZ6SLadld| NDK|neenNI @&T L] [
50! Nhyobut@aemEDZI KGK 7T Gt PK|sK@T ¢ e® GOI a¢g¢

601 NI Elyz [ kGKAL 3 thuAg GT U¢ 2

7Y YO@2 A0 0% TR

[N

Ce

wolotiLiera E3

el

8LUWIg ZI' (T OQU J)A
9UI | K&I'n 2(Ge ¢ 8D2 &2Q_Yeé e ez &G L
1006 LyU G883l ée] 2z 5GGLKe | Ol zee] zn
113n0e@uGnt Th®AM L d YI NAGHenAr Gt T&) UenNUNET nl &) Gé 3

Et Q| T3yl @Z2yTnl g AOWT bGy TliistRe] b@&@T nn KBNJ
elie@i LoFor statutory definiti @GKKAGye 42 U.S. C. §

12.31 &t RHRé énmii G| ANZGK ULDEYée2DE ] Ry i&de 6G NjOit ? A

13.7 G¥0 )z Kjee] T z GGzz

14.2 + 12z OBl 9)Bt z K| twde T IDK |OL e T

27



1521 1 EO>»B61T 7T JYe~»8 Oz 30 ABNI3ZT 671 O

16.8 KGKIzZ3T RIZeG€&j] D3| Ry VEy T El Teof ThELD ?

17.h | | 67 AT IR&GKe| AlQr L z& Ute® ze| A Grve ?

18.Et OGHT AT LnG NjEK®T 3 L @7 AT I¢@ g AyGLE | n§ 8L IOUTU®K | n G

G

o)

19. UKNjI 3P Lg n)O& &7 nn ER®M n
2000éen TG eryGU 3L 3y

21.81 US| D¢ e & z&&1 NI 3
22. 3y0j L Ztn&n ZPDAY 6NHh Th 8tAKNTE ? 7

241 e ngY | NERG] t ZBKNE QNDAGee nle] GAe é G

25.0f LzingKnZYWyANZd&| Gt 6ta8RD? ZljOKt [ Bli crosoft® Wi ndows

Computer's

26.¢n NI gpTI W] ETPO®K]] ng BLEKKIGG

27§ L?PK&@§ @ 27T @i e ] GeZU RY M.

28T T GAWY NjE Y] AMNhTenAdnN GAU

29.ne Wiz] L0 e &% Y é 26ke KN dzS 7

0L B 61t.9Et 21 kGie 1 ¢ GavAg G| Gn¥K |1 GT e D AuNy

31.Z0nEL P 3

28



32.2 K|20z ¥ ZD2 KU G0z n Gi R

23.5ét R A ZI GieT e U + U A)zn |

33.2 AT fyY e1?0? GiNZ 35e NJ

34.A §3HYEPYE DY AZIln ZGBR T Nt
BYGlU k | (RZUR| MNPt ? OGETT | GLa&Ztd Gy |

36yy Kit G¥i 3] RZ6BE§EELZ 606

29



