
  

 
 

This step-by-step guide will help you:  

 

  Ǩė ǣĩĩĻǦ ĩȲĕɁ Źļ ũŹļ ƭŹƭŹĚ ĩĩĻǦ Ęƛ ǨĩļǋżĞ Ƙ  

   (ǨƭŹĚ)  
 

 Get ready to apply for jobs online; 

 

 Search and apply for jobs on the internet; 

and 

 

 Use email to communicate with employers. 

ũIƚŹľƙž ǅǨĮ ũOƚĜǨƚ ęŁļ ĬĩĞƭƄ 

ęĬŖľŮ ǨǓȅǻ  
 

ũIƚŹľƙž ņļ ȼĞȂǊ ęŁļǊ ǦĩĞƲź  
 

ũIĭĞ ƭAņĻǋ ȅľ ǨȂƘƞ  

 
The last page of this handbook is a glossary,  a list of important words that you will need to understand for 

the application process.  There are simple definitions in the glossary for each word marked with an 

asterisk(*). 

 

 ũ ( * )ǣīżǤž ŔĜſƆ ũĩȲĕȽ ũņŹĩȝĹŌ ŹŹľȃĩǊ ǨȂƠĚ  
 

We hope that you will keep this handbook as a tool for current and future job search. 

 Ǩėƚƚ ĩȲĕɁ ũĬľņőĩȚ ęĝĜ ȇǗ EƚǪĮȕőĪũž Źņȿ EƘǪľȅęƚɏ  

 

Good luck! 

                             ĩĞưĮ EǯĞ! 

 

 

 

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

House. 

 Ǩė ɉĿȇļĮ ǣŹǓȅǺǊ ũŃž OɁ ŃǦžĞ EƘ ũƩŎǦƚ ưǆƚņĞƚȇ Ƙ ũƙǨũľēǯ ĕUņ žŮŮľ ƕǆ.  
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BEFORE YOU START 

ƭĩǺĩĻǋ ũȼž  

 

1. Set up an email account. You can set up a free email account at many different websites, including:  

 

           ǣIĭĞ AưǆƚAž ǨƲȼź  

          ǣǦē ǣIĭĞ AưǆƚAž  

          Google (find the link* to Gmail  at http://www.google.com), or  

          ǣȃȃĞ ǣIĭĞ AưǆƚAž ǅǨĮ  

          Hotmail (http://www.hotmail.com).  

     ǣĕžĭĞ ǣIĭĞ AưǆƚAž  

 

You can send, receive, and store messages from an email account.   

For help setting up an email account, see this handbook s section, SETTING UP AN ACCOUNT OR PROFILE.    

 

2. Gather all of the information you need. 

 

ƲIĭĞ AưǆƚAžǋ EĭĞ ǨĞưĚ ǨőũĜĚ  

      ǣīǦņȼĞȂǊƚ ĩĹǽ ǨņŮņŪ  

 

Personal information.  This is your full name, address, and telephone number.   

 

 ǣĮǦņȼĞȃ ǣȇĞ ĩĹǽǋƆ- ɏ ĪĚ ņĮǋƚ AǯļŌ EƘ ǣņĞƲ ŒȚĿƆ  

 

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.   

 

ĮƲľɏ Œī ņĞƲ ǅǨĮ AǯļŌ ƭęğž Ǩėƚƚ ĞǦǪľȇĞǋž ǅǨĮ ĞǦȂƞ ǣĮƆĚŮž Ɋņż ņȚƚ ŒȚľ 

ǨƲȼźɏɏǨėƚƚ ưĞƄĚ ƕȰ ŷǨņ ĭĞ ũęŁľ ǦŒŒĪ (http://laservoicemail.tripod.com )ǅǨĮ ĝĜ ĩƚȂǯ 
ǨȼĞȃɏɏ  

 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).   

 

ǦńęȽž ǣņļ ĞĮǯ ǣưĮɇƗ ņĮ AǯļŌƘ ǣņĞƲ ŒȚĿƆɏɏ ǣAņŹǭǭľǋƆ ņĮ Ƙ ņĞƲ ŒȚľ ɏ EƘ ũƕȸ 

ǅǨĮ ęAȢľ ȄǗĮ Ǩēƚ ǣŁĺũžƚ ĞĮǰƆƚɏęĮńĝ ǣŭž ņļ ǅǨĮ ĞȀƆ ĩȕũŖ ǅǨĮ AľȅǆǦƚƚ 

ĩȕũŖ ǣĩńņĚžƚ.  

 
 

http://laservoicemail.tripod.com/
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 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. 

 

ǣžĮėľž ǪĹǽɏ ǣņƚž Ǐĩž žĮėľž ȝĹł,ǣžĮėľž ŭź ņĮɏĩƅ EƚǪȝĹłɏǦȂƞžɏǯȇĻ ǅǨĮ Įƚ 

ǯɉğĬ AȂƞ  
. 

 Criminal history. If you have a criminal history,* it is important to know when the crime happened, and whether 

you were arrested* or convicted* of a crime.  If you have a criminal record, please see this handbook s section, 

Criminal history.  NOTE: Parking and traffic tickets are not criminal convictions.   

 

ǅƚǺĞ ņľŹǊ ǦǊŔĚɏ ǅƚǺĞ ŁľŹǊ ǣĮǦǊŒ ƭĘƕɏȄǗǊƚ Įƚ EƚǪŹņļɏŁĮƚ EƚǪŹǦǔ ĬǊŒ AņȼĜȇ 

ƕǊɏɏǣɇľƲƚȇ žƱž ǣžļɁƲ žƱžɏAƚǪ ǅƚǺĞ AǨŗȕľĮɏɏ  

 

 References.  Most employers ask for three (3) references.  The best references are professional  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.   

 

 
      ĹɁļƚņɏ ŖľŮ Ňņž ǣņļ ůżǋƆ Ǩƛľǋž  
 

 ɉĿȼŎƘĞ Ĺȼļƚņɏ AęŔǋƆɏĬƘǾĿƆɏŬęŭſƆ ǅǨĮ ǪƚũƣƆ  

 

 ɉĿȼŎƘĞ Ĺȼļƚņɏ ņęľņǋ ȵŬǨ ǣīƘȂĺɏAņŹĬľǋɏŭž ǣŹƲļǤŬƁǊ ŬĞĕŮžɏǅǨĮ ǣƳĪƗžǊ AŬĞž 
ĞĘƖ ǨƆĜĚ  

 

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.   

 

ĮƲľɏęĽɁļƚņɏǣĮņȖžɏȇęņŮ ǣEƚȇĞǘƠ ŞƚŒƨ ǣĮƆĚƘ ũőĜĚ ǣĮȂƞũžƚ ǣņĞƲ ŒȚľ ǨņȖɏɏ ƭǕǦĮ ũɁž 

ũĩȚļž ęĹȼļƚņ Aǋƚ ĬężƁǆƚ ǦĹȅȇȖɏ  

 

3. Prepare your résumé, cover letter, and sample application before you apply. 

 Résumé.  Your résumé should list all of your skills and experiences that are related to the job you want.  This list 

can include employment experience; education and special training; special skills you have and languages you 

speak.  For more help on writing your résumé, please visit the WorkSource website at http://go2worksource.com 

and select* the link Résumé Help. 

 

ęŁļ ƭĬĩĞƲžǋ ũɁž Ľǘĭ EƘ ƨŬĻ ǪŮǭŭ ǦǓȅǻɏɏ  

Ľǘĭ ǣŁĺŮžƚ ǣŁļ ĞĮǯ ǣĮǓľǘĺŮž AƘ ǣĮȼĞȃž ǣņļ AǨƚž ǣĮȂĞȶŮž ǅĹőž ƕǊɏ Ǩė Łƚǯ 
ǣžĮėľžɏ ǣņļ ĞĮǯɏǦǪĹȃžƚ ǣȝĹłžƚ ņĞȕƘ ǣĮȂĞȮŮž ůż ƕǆɏɏ  

   ũŁɁǆ ęĩĹǭž http://go2worksource.com ǨĩĞƭź ǅǨĮ ǣĽǘĭ Įńĝ ǨĮĹȖɏ  

http://go2worksource.com/
https://fortress.wa.gov/esd/worksource/StaticContent.aspx?Context=ResumeWriting&CurrentPage=ResumeWriting
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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)  

 ǣĩŎƠ ǪŮǭŭɏ AŮǖƠǊ ǣOƚĜǨƚ ņļǋƆ ǣĩŎƠ ǪŮǭŭ AǨȚǨŒĮ ƕȂľ ȇƚ ęĩĹǭž ƭȼęȃ ƭǕė ũżƆ 

ǦĚžƚ ĞƚƳƆ ǨĩĞƭźɏ ęĮńĝ visit 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 letter or résumé: (1) marital status; (2) date of birth; (3) sex 

or gender; (4) age; (5) hobbies; (6) immigration entry date or status; or (7) pictures; (8) references; (9) religious 

beliefs. Also, never put Social Security Numbers or banking information on a résumé (see the Identity theft  

section of this handbook). 

 

ɁƚȢɏ ũ ƨŬľ ǪŮǭŭ ĜǨ ǅǨĮ Ľǘĭ ĜǨ (1)ǣȅŮƄ ēƙż (2) ǣĞǪž őƚ (3) Ȼż (4) Eǯĭ (5) ũžľɁ ȆǗ 

ĞĮĮǯǋžƚ (6)Eǘė ǣȂŪũžƚ őƚ ǅǨĮ ǣEĮȇĽŎƚ ēƙż (7)ɂſǋƆƚ (8)ĽȼļƚŇƆƚ (9) ņęĕǨĬƛžǋɏ 

ŇŌĞ ņƮĻž ŒȚľɏǣŬƚƲ ŒȚľ ǣĩńņĚžƚ AǦņőĮȖɏ (ǣņǊƚ ĩżǅœǦ ĝůƆƚ AƚőȺ ǨĩĞƭźɏ  

 

 Sample application.  It 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. 

 

ǣĬĩĞƭƄ Įńĝɏ ƭĬĩĞƭžǋ ũɁž ũŖǯĮǦ ĩęĬĩǯ ĩĞưĮ ƕǊɏ ƭǅŮ ņǨž ƳɆ ũĬǯĹȇ ƭĮŖȚęǊ 

ěƚƲ ǨęĬĩǫɏ  

 http://www.quintcareers.com/employment_application.pdf.  

 

 

4. Leave yourself an hour or more to finish each application. 

 

ȇǗɏ ũœ ņǏž ęĩȝĹņ ǨƖĺǋž  

 

5. Take good notes to help you remember where and when you applied for jobs.   

Include usernames* and passwords* in your notes.  Example: 

 

   ĬņżǅŌɏ ęĬņżǊņ EƚǯĹǭǋž ĩƅ ǣž ęĮƚ Łļ AƚǭĩĞƭź EƘ ǣŹȕőĪž ņĮ *  

   ɇņǋľǯ ǨĩǘȇŪ ęīńĝ  
 
 

http://www.quintcareers.com/employment_application.pdf
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ǣőȘĻǊ ņĮ EƘ 

őƚ 

ǣŁļǊ 

Ǩƕž/ņĮ 

ǣŹȕőĪž ņĮ 

(ǣƮŬƚǦǊ ņĮ) 
ɇņǋľǯ 

 

ǣņȖž ĮĜŎ EƘ ĮƲľ 
 

4/26/2008 EĞŽƚ 

ĘŽĞ 
 

AņŹƘȅǿ 
Annielee 

A Ɨĝ  
Squid456# ĩĞņ ǣęĮ 

4/26/2008 

 ņǇǯŎ ĩǯưĞ 
ŁƚŹľ 

 

ǦņŹǭǭĻǊ 

Ľǭž 
 A Ɨĝ  Squid456 

4/26/2008. 

EĭĞ ęĩǯĹł ĬĹȅȅȇȠ 
 

4/28/2008 

Ǥƚųľņž OɁ 

ǈŎƚȇſƚ 

ȵĕɁ 
 

 A Ɨ ě  Squid456#1 

EĭĞ 

ęĩǯĹł 
ĬĹȅȅȇȠ 

ũ5/12/2008 

ȚǦŕ 

EƚǯĩȖɏɏ  
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SEARCHING FOR JOBS AND APPLICATIONS ONLINE 

Łļ ĩȼęȇ EƘ ũEƚžľƙž ɂľĮ ĩĪĜž 

 

 

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 interest you see the Top 10 Quintessential Jobs  link 

on the QuintCareers.com website at http://www.quintcareers.com. 

 

ņļ ǣīȂƞŮž ǣǉŮ ńǨſƆ EƘ ȕŔī ĕńůƆ http://www.go2worksource.com ; http://www.monster.com 

; http://www.quintcareers.com ; http://www.truecareers.com ; http://hotjobs.yahoo.com ; 

http://seattle.craigslist.org EƘ ĝğƆĮɏǨȂƠĚ EƚǪǕēĮ ũīȼĞȃž ƭŹĬɏũņŽžƘɏ ũņļ AǨƚžɏǨȂƠĚɏɏ 

ęĮȼĞȃž ņļ Aƚǯľǭǋž EƘ ęĩǅņƚ EƚǯĹǭǋž 10 ȚǦŕǋƆ ŹǓȅǿŹǈĞɏ  

http://www.quintcareers.com.  

 

1. 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.seattle.gov/jobs.  Click on the HOT JOBS  button at the lower 

right corner. 

 

ęǣž Ǧę ǅŮ ņǨſƆɏɏ Ůǔ őȘĻǋƆ ũǊŮ ņǨżƆǊ AĬưǨƚž ęȼęȃž ņļ ĬĩĞƭž ǅǨĮ ęĩĪĜž 

ǨȼŖǭĚɏɏ ǣŃǦžĞ Ńž ǊŮ ũƮĞ http://www.seattle.gov/jobs. HOT JOBS  ũĮęǊ ĜǨ ƯĞƲ 
ŃǨǪľȃɏęņļɏ ĬĩĞƭž ǨƆĜĚɐ  

 

 

 

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/
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You can find a company s home page* by searching online. 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.    

 

ǣưĮɇƗ ĘĮ ɈȀƆ ũŁľƆ Eƚǿƚ ǨȂƠĚɏ ęĮńĝ (http://www.google.com) EƘ Ǧē 

(http://www.yahoo.com) Hilton Hotels ęĬȇƝž żƆ ũĮȂƝǊ ůż ǨȸȽ EƘ ƲĞƲ ǦǯĹȃɏ  
 
 

 

 
 

The search result will look like the list below.  You will notice the Hilton Worldwide Home Page  is a few selections 

down from the top. 

 

ǣŁľƆ Ǌșź ƭżƆ ǦīȂƝǊƚ ǨĩņĜĞɏ  
 

 

 

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

 

ǣƨƭŬŮǆɏ EƘ ǣƘŎƘĞ(ŮĥļǇ) ȅǗȘǋƆɏ ēęźĮ Seattle Times EƘ Seattle Post-Intelligencer ǣ NW 

ŁļǋƆ ǉŮ ńǨž ũhttp://marketplace.nwsource.com/jobs. ǨȂƠĞɏ EƚǪǕēĮ ǣŃǦžĞ ǊƲě 

ũhttp://www.seattleweekly.com. ǦȂƠĚ  

   

3. Finding job applications on websites.  When you go to a specific company or organization s website, there should be 

a link to the careers,  jobs,  or employment  page.  The link may be in very small type at the top or the bottom of the 

home page.  It may look like this:   

 

.ǣņļ ĬĩĞƭƄǋƆ ũǉŮ ńǨſ ĜǨ ĬȇƝžɏ ǣŹǅŁƖ ǣƮŬƚǦ ǉůƆ ǣņļ ĝƚƳƆ ǨƛļƁǈĞ EƕǕėĮ careers,  

jobs,  ǅǨĮ employment  ũĬęž ǨȕļĚɏ Aƚǭƚǯ ȄǗ ȮēȿƆǊ žƚƚŎ ĞĘƚ ǨƆĜĞ ǅǨĮ EƚǕėƚ 
ĞĩņĞ ǨƆĜĞɏɏ  

 

 

 

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* on the arrow to the right of Select.   This opens 

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.   

 

ǣǯĿɉ ǭǋƚ ĭƚǆ (Drop-down menus). AŮǖƣƆ ǉŮńǨſƆ Ǩėƚƚ .ǣǯĿɉ ǭǋƚ ĭƚǆƚƚ ǨȕőĬĚ 

ĮņĚƚĮ ƭżƆ ǨĩĞƭźɏɏ *ęĮńĝ ņŽž ęĩĮĹȚ ĬǊņ ũĩȕőĮ (ũĩȕŗīǦǊ)ȇļ ǨȕŒĪž* ũAĿǊ ĜǨ 

ũȇļ ũƮĞSelect.  ƚ ǨĮĹȖ Ǩė ĭƚǊƚ ǨƭɁżĞ EƘ ǣȼęȃžƚ ņŽž ĩĮĻȚ ǨƆĜĚɏɏ 

Highlight(ǨĮĹȖž)* ņŽž ũȇļ ƲĞƲ ĬǊņǋ ǪȅȇĩǊ ǨȕŒĪžɏ  

  

 

http://marketplace.nwsource.com/jobs
http://www.seattleweekly.com/
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Drop-down menus may allow you to search by keywords,* like nursing,  clerical,  or construction,  for example.   

 

ǣǭǋƚ ǯĿɉ ĭƗǊ (Drop-down) ũŔĜž ŁľƆ ǅǨĮ ĞȼĞȇ ǨƆĜĞ ęĮńĝ nursing,  clerical,  or 

construction,  ǣĩńņĚžƚ ũĪĚɏ  

 

5. 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.   

 

ưľż Ƙ ņEğƆɏ Aƚǯƚǯ ǉŮ ńǨſƆ ęņļ Ɂęȅ EƚǯǦȂęȇĚ(EƚǯĹǫǋž)ũŹǅŁƖ ƭŹĬǋƆɏņŽſƆ ǅǨĮ 

ưǊƚžɏ ũĮņĞ ĜǨ ǅǨĮ ưľż ĜǨ ƲĞƲ EƚǯǦǪľȃ Ƙ ǣž ęĩŁļž EƚǪĮȼĞȃ ǨĹǫǋżĞ  

6. Beginning your application.  To begin filling out an application or profile,* you may have to select a button that says 

Apply Now.    

 

ǣņļɏ ĬĩĞƭƄ ĩĪĜž ĩǺĩľɏ ǣņļɏ ĬĩĞƭƄ ŖȲ ĩĪĜž ęĩǺĩľɏ Apply Now  Aēƚ ǦĩĞƭźor 

ǅǨĮ Register.  ǨĩǘȂŪ ǣĮęǊƚ ŬŽƚ ǨƚƮɏ  

Aēƚ ǦĩĞƲź  
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SETTING UP AN ACCOUNT OR PROFILE 

ņę ļņǋ ɂľĮ(ŖȲ) ũĩĪĜž ĬǓȅǺž  

 

 

1. 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.   

 

AưǊƚžɏ AŮǖƠǊƚ ȄǗ Łļ ŁȼĞȃɏ ǅǨĮ ǣEĭĞ ǉŮ ńǨſƆ AưǊƚž ǅǨĮ Łę ļņǋ Ĭƚƕž EƚǯįĚ 

ǣȕǨŔĚ* AƚǭƚǰƆĮ* ǣƩǿƚž ,* agent,* or login name.* ǣğȇƚ ƙĮ EƚǯȕőĪũž ǅǨĮ EƚǯƭɁź 

ǣȕǨŔĚɏ ũǕėƚ ȄǗɏEľņǋĮ ǣļņǋƚ ɇņǋľǯ EƚǯɁȚĺ ĩŁĹżǇ ȚǦŕǋƆ ǨȕǨŔĚ ƭǕǦĮ ũļņǋž 

AưǊƚž ǊņȚ ǨőĩȘĞ ēęŹƠ ĩĪĜžĮ ęǕė ǊŮ ńǨž AǦņȼĞȇǋžĮɏ  

 

2. 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. (ǣŹȕŔīǊ ņĮ Ƙ ɇņǋľǯ) ǣŹęǦǤ ǉůƆ ǣŹęǦǤ ǯŮĞŖ 

ŒȚĿƆɏȼǪğƆɏĮņğƆɏĮĞƲſƆ(* # & ǣĩńņĚžƚ) ęŹȕŔīǊ ņĮ Ƙ ɇņǋľǯ ǨȕőĬĚɏ ūƄĞ ŹĩńńǨ Ƙ 
őĜĞ ǣȕőĪɏɏ  

 

 

 

USERNAMES:  

 

ǣŹȕŔĮǋƆ ņĮɏ  
 

 ̪ Should be easy for you to remember, for example, all or part of your name or a petôs name.   
 

őĜĞ EƘ ęĬņżǋņ ǣĮƄĞ ǣĬņżǊņž ƕȂľ ĮĞƲž ņĮ ƕȂľ ǅǨĮ ǣEƚņń ņĮ  

 
o Can use numbers, letters, and symbols. 

 

            ŒȚƆƚ ȼǮğƆƚ ĮņğƆƚ ĩȕőĮ ǨƄĜĞ  
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PASSWORDS: 
 

ɇņǋľǯ  

 

o Should be secret and difficult for other people to guess.   
 

      īņȚļǇ ĩĘƚ Ƙ ƭŬǯ ĩĘƚ Aęũž   
 

o NEVER use any part of your name, your birth date, or social security number.   
 

      ǣļņǋžƚ ǣņĮ ƲɁĞ ǣžǊĞǯ őƚɏ ǣŇŌĞ ŁƮĻž ŒȚľ AǨȕŖĪũž   

 
o If possible, use a combination of numbers, letters, and symbols.   

 

            ƭŹƄę ǯŮĞŖ ǣĘƕ ŒȚľɏɁǯĞ ĮņĞ ǣĩńņĚžƚ ǨȕőĪ   
 

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

ɇņǋľǯǋƚ ũȚƚŔŕ ǦņȂŪɏ ŃǦņȂŪĮ ȼǪğƂƚ Ĭǣž AǨƆĚĮ ȇƚ ǭžƚ ǅǨĮ ƕȚůƆƚ ŮƄ   

ǦǤżĞ  
 

o 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.* 

 

            ɇņǋľǯ ņȼȚĺ ēęž ȄǗ ǪȇĩǊ EƚǯǦņȂŪ ǨȕǣŔĚ ũžƲƲĞĮ Aƚǯ OǨƚž ưĜņȂŪ AǨőũĞĮ  

 

 

 

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* .   
 

      ũưɉżĞ ĝŹľ ŹȕŖĩǊ ƭƭȼź AƚǪǘǦǊ ēĞ ȇǗ ưɉżĞ ĩȕőĮ ǣȇǯ ǦņȼĞȇǋżĞ  

 

o Be careful to avoid selecting the ñCaps Lockò key on your keyboard. 
 

ũŹęǨ Caps LockĳȕőĮƚ ǲȕƚőŒ  

 

o Remember to take notes. 
 

ĬņżǅŌ ǨǊŁǫ  
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UPLOADING RÉSUMÉ AND COVER LETTER 

 Ľǘĭ Ƙ AŬĻ ǪŮǭŭ ĩȠƚ ǅǨĮ ĬņȂŬž  

 

1. Browse buttons.  When a website asks you to upload* your résumé, it shows you a browse* button.  Browse buttons 

look like this: 

 

ŮļǊŁľ ŬŹƚ (Browse buttons). ĽǕĭǋžƚ ǅǪ ǉŮ ńǨž ęĩȠƚ ǅǨĮ ęĬņȂŮ upload* ņǦņȼĞȈ 
ǣŮļǊŁ ŬŹƚ Ǩėƚ ǨĩņĜĞ  
 

 

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

The drop-down should be labeled Look in.   Click on the location of your résumé or other document.   

 

ȇļ ĬǊņ ũŮļǊŁľ ĜǨ ũĮȕőĪũž ȄǗ ǣǇƚǰ ǯĿɉ ǭǋƚ ĭƚǊ ĚƲ Eƚ Look in.  ǣĮĞ ǨżǦĞɏũǘėƚ 
ȇǗ ĹǗĭǋž ǦņǅőĩȖŮž ůż ǨȕŒĪ  
 

 

2. Copy and paste.  Some websites do not let you upload a résumé.  Instead, you must type the information from 

your résumé into special fields.  Typing all of your information can take a lot of time; so if possible, copy and paste 

the information directly from your résumé.  Follow these directions to copy and paste: 
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ƳɆ Ƙ Ɉņž ǅǨĮ ĩȂĞũȚ Ƙ ĩęȕɁ  
 

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. 

 

(Ē)ȲēɁ ęĩȂĞũȚ ǣȼĞȃž ȲēɁ ũĬǊņ ưȕŗĺ(ĩĹȖ) ŬĕĜ ũȇļ Ĭēņ ŬŽƚ ǣȼęȃžƚ ƳɆ Ǧǯľȃ 

ƭǕǦĮ ũĬǊņ ȈžŹǊ (Drag*) ǣȼęȃŮž ůż ǅņǪǊ ǨĞőŒɏ  

 

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

 

(ę) ƲĞƲ Eǯž (Edit) źĞ Ŭľ ĜǨɏǨė ǣEǯž ĩƚǊ ǨƭɁżĞ  

 

c. Scroll down and click on Copy. 

 

(ġ) ǅǪ żƆ ȈŹž ưǪĹȃ ŪĕĜ ƳɆ Ǧǯľȃ  
 

 

 

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

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

 

(ĩ) ǅǪ ȼęȃž ǉŮ ńǨž ĖǪǊ Ȳėɂžƚ ęĩęȚɁ cursor* ƭľŁľǋžƚ ũžƲƲĞƠ ęĬƛľ ǣȼęȃŮžž ůż 

ǦƖĺ ũȇļ ŬŽƚ Aƚǯ ȇǗ ƲĞƲ Ǧǯľľȃɏ  

 

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

 

(ņ) AēƚĮ ǅǪ Eǯž ņƲĿĞ Ǧǯľȃ Ƙ ȇļ Įēņ ƲĞƲ Ǧǯľȃ 
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f. Scroll down to Paste and click on the left button. 

 

(Ĺ)AēƚĮ ǅǪ ɉņž (ĩęȕɁ) ņƲĿĞ Ǧǯľȃ Ƙ ȇļ Įēņ ƲĞƲ Ǧǯľȃ  

 

 

 

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

 

Ƴɉ ęĬǯĹȇ ǣȼęȃž ȲēɁ ǨőľŬĞ ƭǕǦĮ ũȚƚŔŕ ưƕũŪ ŪĕĜ ǦľĪž  
 

3. Simple format.  You should create your résumé in the simplest format* so any employer can open it with any web 

browser* or operating system.*   Follow these suggestions to create a résumé in a simple, easily scanned format.   

őęĞ Ǧę ɂľĬž ɏ ĽǗĭ ũőĜĞ EƘ ęŮǔǋƆ ęĬƚũŮ EƚǯĩƆ ũņĮɉĞ ɂľĬž ĩĘƚ AęŮžɏ Aƚǯƚǯ 

ůżǋƆ ņưƚȇ ņņŹĮ ŹȕŖĩǊ ǅǪ ǭż ŭǕ ņęīǦņȂŪ őĜĞ ɂľĬž ũőĜĚ ěƕũŮ ǨƆĜĞ ņęǕė 

ǣĮƭŹĚžƚ ĕńůƆ ǣƭŹĚ  
 

 
a. Open your résumé in your word processor program, like Microsoft Word. 

 

ĹǗĭǋž ũǋľǯ ɉĿŁŁľ ɉĿȇļĮ ũĩńņĚž ǨƲȼź  
 

b. Use a simple, even font* like Courier.  

őĜĞ ǣɂƚž AȰȰɁ ǨȕőĪ ęĮńĝ font* like Courier  

c. Do NOT use ñtabs.ò   
 

żŮņ AǨȕőĪ  
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d. Do NOT ñindentò (by hitting the space bar or ñTabò) or ñcenterò your text.  Keep all lines justified to the left of 
the paper (see below).  
 

EƚǮƚž indent  AǨȚőĪ(ņɉņ Ŭľ ũĩȕőĮ ǅǨĮ żŮ ũĩĮżž) ǅǨĮ ŁƚŹľ AǦǪľȃ ēĚĮ ǅǪ 

ȇļ Ǩēƚɏ ƭǕė ũżƆ ǦęǊƚ ǨĩĞƭź.ǅǯ ȇļ ǦǓƕũę 
 

 
e.  Do NOT use bold, italics, or underlining.  Use ALL CAPS for emphasis. 

 

   ůĞǯ bold, italics, ǅǨĮ underlining. AǨȕőĪɏ ęĩȕŗĮ ALL CAPS ǨȕŖĪɏ  
 

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

AǊŹĬžƲ Ūĝž AǨȕőĪ ƭżƆ ǨĩĞƭź Ūĝžņ 

 

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

ũĮžƮ (*) (,) (-) (+) ǨȕőĪ  
 

g. Save your document in two different formats: (a) Rich Text; and (b) Plain Text. For example: Go to the ñFileò 
drop-down menu and find ñSave As.ò Save a version of your document as ñTEXT ONLYò or ñPlain Text.ò  Now 
you can open the document in Notepad or another plain text program.   
 

ǣŁĺžƚ ĩĹǽ ęĬƛľ ũ (a) Rich Text; EƘ ũ (b) Plain Text. ǦƛļĚ ęĮńę ǅǪ ȿǨĞ ĩƗǊ ĖǪǊ ǅǪ 

żƆ ưęǊ ĮľȠ Save As.ƚ ǨĮĹȖ ũĩőȕĞĮ TEXT ONLY  ǅǨĮ Plain Text.  ũĮęǊ 
ȲĢȽƚ ũƛž ɇǯ ĩƲȼž ǨƄĜĞ  
 

h. Close your document and open it again in ñNotepadò or another plain text program.  Check to make sure it 
looks right. 
 

ũĩȝĹŌĮ ǰƲĭƚžǊƚ Ǩǘȃ EƘ ũ ƛž ɇǯ ǅǨĮ ũĝĜ žƲņž ɉĿȇļĮ ǨƲȼźɏžƲƲĞ ĩĘƚƖĮ 
ǦĹȅȇȖɏ  
 
 

i. Save any changes you made. 
 

ũȺēȽ ǆņȚ ǦǪĹȃžƚ ęǆȚ ưĹȅȂȖ ŰĜ ǦņőĩȖžƚ Save Ǧǯľȃ  

ęũęȕ ĩĹǽ ǣ WorkSource website ũĩĖǯ EƚǪž Ĺǘĭ ņưƚ AƚǪĮĘƚ ǨĹǫ  

http://www.go2worksource.com (select résumé help). (ǣĹǘĭ Eľǭż ǨĮĹȖ)  
.   

 
 

TIP: Use a more attractive résumé format to bring to interviews 
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COMMON ONLINE APPLICATION QUESTIONS 

ŮǔǊƚ ȄǗ ũǅŮ ńǨž ĜǨ ǣĮȕǣŒ ȚǦŕǋƆž 

 

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. 

 

ņę ȇĞ ȃǭǩžɏ ǣĮįĚžƚ ƕȂĿƆž ũȚƚŔő ũĬŁŮ ǨĪĚ Łę ǣŁļ żĹƲǋɏǣžĮĒľž ǪĹǽǋž ǣĩńŁĚžƚ 

ũĩȂƚǓŮ ǨĪĚ  
 

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). 

 

Łę ƨǨǮƚžŻ ŽɁž ! ƨǨǮƚžŻ ŽɁž ũȘĮ AǪȂƠ ƕǊ ĮƲƚǦźĮ Aƚǫ ǣľņǋƚ AƚɂľĭŎƚ ũĩņĹŖ 

ǅƚǾĞ ěŁļũž ǨƆĜĞɏ ņęǕė ęĬƚ AƚǪĮņȖ ǨǅŒɏ ũũęȕ ęĩĹǭž ǣīŖȚęǆƚ ǅŮ ǨȈŮƞ 

(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: 

 

AȢľ ĩĞņ ǦĜƆǆ ȚǦŕǋƆɏ ƨƚǭƚǯ ȚǦŕǋƆ AȢľ ĩĞņ ǨȼĞȅĚ ņęǕ EľņǋĮ ŬȢĺ ǨĩĞłɏ 

ǣīőȚĚžĮ ĮńĝǋƆ ǨĩĞƭź  
 

 

Q: Why do you want to work for our company? (Grocery Store) 

  

Țɏ ęƮŬƚǦƆƚ ęĮƚ ĩņļž ȼĞƲɏ (łŔƆƚ) 

 

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

the friendly atmosphere of your stores. 

  

(ĩ)ęǕė ƮŬƚǦ ĞŁļ ǣȼĞƮũž ĮƲƚǦž Țĺ ĮľȚ Įľž ŁęžĮŎȖƘ Țĺ ĩņŹƚȇǰ 

ņĜĜƆǆ ƕǊ  
 

 

 

http://www.worldprivacyforum.org/jobscams.html
http://www.privacyrights.org/identity.htm
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Q:  What qualities make you the right person for this job? (Produce Worker) 

 

(Ț) ęǕė ņļ Įƚ ŮŒ ǦǪľȂĕĞ? 

 

A: I am the right person for this job because I worked at a fruit and vegetable store for two years 

in my home country, I love fresh produce, and I enjoy helping people choose healthy foods for 

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

 

(ĩ) Eƙ ęǕė ņļ ũȘĮ ŮŒ ƕƢ ĮƲƚǦźĮ ƭǕė ũɁž AȂĽ EǦęǆ ęēęž Ǐĩž ǨėĞ 

EŁļ ǣƕũĹǆ ņļ ƕǊɏ Eƙ žƮņ ƨžƲĞž ũȘĮ ņęĮǅǯ AžƲĞž ęũŹņŬƆǊ ęĮŎĮž 

ņǊ ĩľǭž ũȘĮ EǅǭęǆɏũŹȝĬĻĮ ũȇĞĮ Ęƕ ũȅļ ƭĬƚĮ ȅľ ĩŁļž ǣĮǅǯ ŁǊ 
ƚƢɏ  
 

 

 

TIP:  You should never put personal statements like I need this job because my landlord just raised my rent,  or 

My husband still lives in my home country, so I need to work to support my family. 

 

ɁƚȢɏ ũɁȮĮ Ǩėƚƚ Łļ ǣŭž ƲļǨ ŁęŹȝĩĹŮƢ ǣȇǯ ĩŁļž AęŮƢ ǅǨĮ ŬęŭŹ ƨȂľ ŭž ņęĘƕ 
ŭŽŁũƚ ĩľǭž ƨęŮƢ ƨǨũĚ  

 

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

reason for leaving  a job. Keep your answers short, positive, and honest.  Do not try to explain everything.   

 

ǣőǯį Łļǋžƚ ęĮƚ ęőŒɏ ɂľĮ ņę őǯį ņļǋž ƭįĚ ŪĕĜ ęĮƚ EƚǪęőŒ(ŹǊ)ņęĮȕǨŖ ŬȢĺ ȚĺƘ 

Eǆƚž ǣĘƕǊƚ ŮƄ ǦņőĮȖɏ ēĚƚĮ ĬŮļļž ƨņȼĜȇ ƨǨǪĞĮ  

 

DO USE POSITIVE PHRASES: DO NOT USE NEGATIVE PRASES: 

 Wanted a more challenging job 

 Wanted a job with more responsibility 

 Work was seasonal 

 Wanted a career change 

 Needed permanent full-time work 

 Lack of work 

 Quit 

 Fired 

 Job was too dirty. 

 Laid-off 

 Not enough pay 

 Too far away 

 Work was too hard 
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EƚǕėƚ Țĺ ŔĜſƆƚ 

ǨȕőĪ 
 

EƚǕėƚ ŔĜſƆƚ 

AǨȕőĪ 
 

 ǣũęȕ ƭũǯ ǦęƘ ǣĮǦņŹĮľ ņļ 

ȼĞƮ  

 ĤĜɁƚž ǦęǊƚ ņļ ȼĞȆ  

 ǅŖżǇ ņęĘƕ  

 ĝĜ Łļ őǣľƮ  

 ǣĪĚ ȄǗ ņļ ȼęƮ  

 Łļ ŁĜĞƕũļƆǊ  
 

 AŒĹȚƮ  

 ŹŬĹľƮ  

 ŁļǊ ŗŌŌ ŁęĘƕ  

 ŹőƕņƮ  

 Țĺ ƲɁǦ ǣĜƆǊĮ  

 ũȘĮ ĺŖ ŁĞĘƕ  

 ŁļǊ ƭŬǯ ŁęĘƕ  

 

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, see the Washington Administrative Code, WAC §162-12-140 (find these 

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

 

ņę Aǯğ ļņǋƚ ǦņŹĮĺɏ ũƲƚȇ ưǊƚŻ ǊņȚ ĬƚƠǊĮ őȘĻ ƨǯğ ũĬǯĹȇ ũȈńɏũőęĮɏũĕǨĬƛžɏũȻżɏ 

ũȅŮƄɏũĩƚȇņž ŭž ņęĮƛĺɏũEǯĭ ǅǨĮ ũǓľɏĩƭĞƭĞ AǨƆĞĮɏ  

őȘĻǋƆ ǣŹǅņƖ ȚǦŕǋƆɏŁę AưęņƮĞƕž ǅǨĮ ǅƚǺĞ ɂľĮ ũĮįĜũž ȇǗ ĞȕǨŒ ǣƆĜĚɏ  

ęĮńĝ ũǈŎƚȇſƚ Ħȇ ĩņĹž Administrative Code, WAC §162-12-140 (find these regulations at  

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

 

 Disabilities. For more information about discrimination based on disabilities and reasonable 

accommodations,  contact 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.   

 

Aưĝ ŁƚƮĞƕžɏ ņę AưĞņƚƮĞƚž ĜǨ ęĮǪľȇ Aǯğ 1-800-562-2702 ǨǪǆĚ ǅǨĮ 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.  

 

 
 
 

http://www.wpas-rights.org/
http://www.eeoc.gov/seattle/index.html,%201-800-669-4000
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 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.   

 

ņĜĞȼǊ ǣǅƚǿĞ żĻƲɏ ƭņǦžĞ OɁņ OɁ ņŶĞ ļǨž ŮĿŎľ ĩĹǭž ǨƆĜĚ ǅǨĮ  

http://www.seattle.gov/civilrights/documents/CriminalRecordsfact_sheet.pdf. 

(http://www.seattle.gov/civilrights/) ǨȈŮƞ  

  

 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/ and select FAQ  from the left menu (Frequently Asked Questions). 

 

Łę ŬƲȇļǊƚǯ ƅƲ (ņęľņǋ Ĭƚƕž ǣĮǦȘļ) Ůǔ őȘľǋƆ ņęľņǋ ǅƚǿĞ Ĭƚƕž ǦȕƘĚ,ǨȕǨŔĚɏ 

ņę ŬƲȇļǊƚǯ ƅƲ ȚǦŕ ưĞǋž WATCH (Washington Access to Criminal History) 

https://watch.wsp.wa.gov/ ǨȈŮƞ  
  

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.   

 

ǅǪīőȚęǊ ȂȲ ƭĩĖǯǋ ũȾž ǣīįĚžƚ ũĪĚ AƚőȳƆ ǨĪĚɏ  

ǣįĚž ɂľĮ ĜǨ ǣĮņŹưƲĞ ƕȂľ ưę ŰĜ ŹĩĞŁǊ ĩņŹưƲĞ ǨƄĜĞɏ ȇƚ ēĚĮ ǅŮ ńǨſƆ AǨȼŖǫĮ 
ņęǕė ɂľĪƚ ęĩĪĜž ŹǓȅǿŹǊ ǨĮȖ  

 

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.  If you can select more that one, the question will say select 

[or check] all that apply. 

 

Aƚǫƚ ƲŮ ǨĮĹȖɏ AŮǖƣƂ ɂľįƆ ĩĞŇƂƚ ƭ Ūĝž ƭƲŮɏƭńȚƚ EƚǯĩľȖ ǦņǪľȅĚɏ AŮǖƠǊƚ ȇǗ 

ƭAƚǯ ũĜǨ EƚǯĩľȖ ƭŹȼĞȂ ǣīŁĬĬǊƚ ĩĞŇƆ EƚǯĩľȖ ǨǪĹȅĞ  

  

 

 

 

 

http://www.seattle.gov/civilrights/documents/CriminalRecordsfact_sheet.pdf
http://www.seattle.gov/civilrights/
https://watch.wsp.wa.gov/
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SUBMITTING YOUR APPLICATION 

                    ĬĩĞƭƄǋžƚ ĬĩĞƭž(ĬņȂŬž) 

 

 

1. 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. 

 

ũŹƄę ĩȕƚ ǣįĚžƚ ɂľĮ ǅǨĮ Łļ ŅŶ (ǦņőĮȖ)Ǧǯľȃ ɏ ƨƚǯƚǯ ȇǗ ũǅŮ ńǨž ĜǨ ņļ ǣĮǦņįĚ 

ɏEņƲŹǅņƕ ůż ǯĹņ ǣįĚžƚ AņőĮȕǊ ŹĩĞŁǊ ĝĜ ȇǗ Eƚǯȝľł ǨȼŖǭĚ ȇƚ AƚǭƚǰƂ ƨǨȼŖǫĮ 

ņęǕė ēĚĮ ǨȼőǭĚ Ůğ AǦņŪ  
 

2. 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.   

 

ǣɁľĬ ĮĞƲžɏ Ǩė ĮĞƲž EƚǪɁľĬ ǨŗȕļĞɏ ƨƚǭƚǰƂ ǅŮņǨſƆ ǣɁľĬ ĮĞƲž EƚǯǦǯľȃ 

ǨȂǪǭĚɏ ũĬƚƠǆĮ ǣņļ ɂľĮ ĜǨ EǊƚžƚ ĬņȼľɁ AņȼĜȄ ƕǊɏ  

 

3. 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. 

 

ǣĬņȂŬž (ńŮīž ŬŽƚ)ĮĞƲžɏ įĞŹǊ ƭȝĹł ũĕĜ ǪȇĩǊ žƲƲęƠƕźƚ ưĹȅȂȖ ŪĕĜ ǦņȂŪ ǅǨĮ 

ǣńŮīž ŬŽƚ ǨƚƮɏAƚǪ ưņȂŪ ŪĕĜ ɂľĪƚ ĩőǣľ AǨƄĞĮɏ  

 

 
ĬņȂŬž 
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COMMUNICATING BY EMAIL WITH EMPLOYERS 

ũEĭĞ ƭƨņĻ ȅľ ĩƕȅȂľ 

 

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.   

 

ęĩőũĜƁǊ ĬĹȅȂȠ ǨȕŮŒɏ ɂľĮ ņįĚ ǣEĭĞ AǯļŌ ŃȕǣŒ ɂľĪƚ įĞŹǊ ƭȝĹłƘ ưņȂŪ 
ęĬņȂŬžǋ ĬĹȅȂȠ ǦȂƠĚ   

 

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:  

 

ęőȘĻ EĭĞ ĩĩęņɏĩĞņ ĩņȕžɏ ưĮɇƗ Aƚǯ ȇǗ ĬĩĞƭƄǋžƚ ęĬȇƝżƆǊ EĭĞ ƭĜƮ ęēęŹƠ ȆǗ 

ęŔĝ ĩȕǨŖ ęĩȕļž EǯĞ Ǩƛľǋž ǨĘƘĞɏ ĮńęǊƚ ƭżƆ ǨĩĞƭź  
 

 

 

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 images, exclamation points (!!!), decorative fonts, and 

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

 

ɁƚȢɏ ǣAǯƘŗž ɏĮĞƲžɏ ǣĩńņĚžɏ ȇļɁƲņɏǣAƚĭŎƚɏ ĮĞƲžɏǣŹęǦǤ ǣȂȘȆȚ őęįƆɏ(!!!)ǣĩńņĚž     

ɉƚƲɏAĹƚȃǪ ǅǨĮ őǨ ƭĩȕőĮ ǨŗȕŪɏ  
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TECHNICAL PROBLEMS 

ǣŽƲƚưĞ ƆȇĿƆ 
 

1. 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 2 to 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.   

 

ǣȇǗ ĬęŖɏ ũȘĮ őņ ŮęǊ ɂľįƂƚ ƭįĚ ũǯƚȇž ņǏž ĞǦŖ ǨƆĜĞ ũǘėƚ ȇǗɏǣįĚž ũĪĚ ǨȕȿĞ 
ņęǕė ĩĞņǅǊ EƚǪ Aǯņ ǣȇǯ ĩĪĜž ǨƛľŮǋżĞɏņęǕė ęȚƚŔŕ EƚǯĘƚ ũǣ 2-5 ǪœŔ ĩưƭĞ 
ņļǋžƚ ņų ĬǯĹȇ ǨƛľŮǋżĞ ǣīǦņɁĞȃžƚ ũŖǯīǦ ǅǪ ƳĮɅŽľ ƭĩĖǯǋ ũɁž ǦǓȅǻɏ 
 

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

sites, wait until your hourglass   turns back into an arrow.  The hourglass shows you that your 

computer is still thinking  or trying to load* the web page.  If you keep clicking on the same picture or map, your 

computer may freeze.  This is also true for next  or submit  buttons. 

 

ǣƳĮɅŽľ Ǧęĩņļž(ɁĻǘ) ĩĘƚɏ Aƚǭƚǯ ȇǗ ƳĮɅŽľ ęĩņļž ĽǠĮ ȇǗ ǨǅņǭĞ ņęǕė 

ĮĞƲź EņƲőǣľ ǯĹņ ĩȕũŖǪ ȅȇĩǊ ƲĞƲ ƲĞƲ ưǪĹȃ ǣũęȕ ƳĮɅŽĺ ǣĬǨŁļ ǨĘƘĞɏɏ Ǩė 

őȚĞ nextęĮęǊĮ EǊƚž ǨĘƘĞ  
  

  

3. Back and forward buttons.  Most applications do not let you use the back  and forward  buttons on your web 

browser.  Example:   

 

If you use back and forward buttons, you may loose all of your work.  Instead, use a website s previous  or next  

buttons to get from page to page.   

 

ǣǅǪ Ɂž Ƙ ǅǪ ĕĜ ŬŹƚ. AŮǖƣƂ ɂľįƆ ǣ back  EƘ forward  ŬŽƚ EƚǭǨȕőĪ ǨƭęƲĜĚ ęĮńĝɏ  

 
back EƘ ǣ forward button ƭŹȕőĪ Łļǋžƚ ěǦȖ ǨƆĜĚ ũĮžƮ you may loose all of your ǣ 

previous  or next  buttons ǨȕőĪɏɏ  
 

  

4. Red stars and red text.  Check your work carefully before hitting the next,  continue,  or submit  buttons.  If you 

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 always put N/A  (not applicable), None,  or 0.    

 

őǨ ņżľ Ƙ őǨ ȲēɁ. ņļǋžƚ ũȚƚŔŕ ǨĪĚ ǣīőȚęǊƚ ƭĩőȕĞ Ƙ next,  continue,  or submit  

buttons. ƭĮȕőĮǋ ũɁž ũǯȅī ǦľȅȇȖɏ  

ņėŹž ƭŁĺ ǅǨĮ Ɔȇľ ưę ǅǪīőȚęǊ ȂȺ ĩĖǯ AǨƆĚĮ ņęǘĒ ũǣȇǗǊ ĬĹĮ ǦņȼĞȅĞ ǅǨĮ Łėźƚ 

ưĜņŹưƭĚ ǅǯĮőȚęǊ ĩĖǯ ņęĮǨƄĞ ȚǦŕǊ ľņǋƚ ǣĬǨĩęƲž ƭĘƚ N/A  (not applicable), 

None,  or 0.  ũĬęž ǨĪĚ  

   

FINDING COMPUTERS TO USE IN YOUR COMMUNITY 

                        ũƨưŬūǋž ǦĚžƚ ƳĮɅŽĿƆ ĩȕőĮ 

 

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/. 

 

ǣļņǋž ƳĮɅŽľ ƭŭžǊž ƭęĚǋž ǅǨĮ AĿȆ ƭĘƚŮǋž ŬưŬūǋž ǦĚžƚ ėǘŮ ǣƚȰ ƳĮɉŽľ ǨȼĞȃɏ 

ǣņǦžĞ ƭŹĬ ǣƳĪƗŻ ŽƲƛğǿ ĬEƭğƆ ņĮ ǘľǘĿƆ ũĜǨŮĽľɏ ǣĤĮĞƳ ņɁļǋƆɏ žĮėľž ŭſƆ EƘ 

ƨƚǯƚǯ ǣĩƚȇņž ŭſƆ ǪȇĮ ǪƚŮƣƄƁǅƚ ŮƄ ǦȂęȇĜĚ ũũęȕ ęĩĹǭž ƭżƆ ǣĮȂƝǅƚ ǅŮ ńǣž 

ǨȈŮƞ http://www.seattle.gov/tech/ctc/.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.seattle.gov/tech/ctc/
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                                                 GLOSSARY 

ǣŔĜž ɁƆǋƆ (žľȃįƆ) 
 

 

1. Agent:  Some websites call your account, your agent.   

 

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

 

3. Background check:  The process an employer uses to look up a person s public records.  It usually includes 

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

 

4. Browse button:  The button  a person uses to find and upload files as an attachment to an online job application 

or email. 

 

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

 

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

 

7. 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. 

 

8. Criminal history:  A person s record of criminal activity. 

 

9. Cursor:  The blinking line where you can begin typing. 

 

10. 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 that are of central importance to most people s 

daily lives like walking, seeing, hearing, bathing, household chores, or brushing teeth.  For statutory definition 

see 42 U.S.C. § 12102(2).   

 

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

an object on your computer screen. 

 

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

 

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

 

14. Format:  The style and layout of a document. 
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15. Highlight:  To color certain text grey, black, or another color so that you can cut, paste, or copy it. 

 

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

 

17. Initials:  Your initials are the first letter of each of your names: first, middle, and last.  For example, the President s 

full name is Barack Hussein Obama,  and his initials are BHO.   

 

18. Keyword:  A word an employer uses, like clerical,  to categorize applicants and match them with available jobs. 

 

19. Link:  A word or picture that when left clicked (or selected) takes the user to another web page. 

 

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

 

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

 

22. Mouse:  The small, hand-held item one uses to select text, click buttons,  and move cursors and pictures on 

computer programs and systems. 

 

23. Operating system:  The software that runs programs on computers. Operating systems include Microsoft® 

Windows® XP® or Apple® Computer's OS, among many others. 

 

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

or other online accounts. 

 

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

username. 

 

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

 

 

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

 

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

and websites on the internet.  

 

29. Text boxes:  See field  (above). 

 

30. Time out:  When you exceed a time limit. 

 

31. Toolbar: Where the icons are located at the top of your word document or web browser 

http://www.webopedia.com/TERM/s/Alta_Vista.html
http://www.webopedia.com/TERM/s/Excite.html
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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. 

 

 

ǣŔĜž ɁƆǋƆ (žľȃįƆ) 
3. EĹņž ɏ ũɊěņ ǣŹǦǓ Ƙ ũėȇ Łľ Ǧę ȇęņŮ  

 

4. ŬƲȇļǆƚǯ ƆƲɏ őȘĻ ņę ŹőȘĻǊ ǣņļǊƚ ǅǨĮ ņę ȇęņŪ ǊƚǾĞ ŁĩĹĮľ  

 

5. ūļǊņɏ button  ȇęņůƆ EƚŽľƙž ĜǨ ĬĩĞƭƄ ǅǨĮ ȿǨĞ ęĩȼęȇ ǣĮǦǪľȃž Ɂęȅ 

  

6 ūļǊŁľɏ Eƚžľƙž ĜǨ Aƚǯƚ ƕȂľ ȼĞȈ ĩƲȼž  

 

7 ƳƚŶƲŎƚ (ǅƚǺęƠ) Ɂľǯŭž Ɂľǯ ņȚſ ŁɁľǯ  

 

8 Ʋŵľ ĝŽľɏ (ǣĩŎƠ ǪŮǭŭ) AŬĻ ǪŮǭŭ ƭĹǘĭ ȅľ ǣĮĖǯ  

 

9 ƲľĮƘľ ėņžĹ (ǦęȼǊ ǣǅƚǿĞ żĻƲ) ǣȇęņŮ ǣǅƚǺĞ żĻƲ  

 

10 ƱľŁľ ɏ ŮĞȢ ǯľȇĮ ǣĮžĞ ĮĞƲž Ƙ ęĮȰɁ ůż ǣĮżņǨ  

 

11 ǯņŮěŻ (AưĞņƚƮĞƙž) ǣ AĭĻư łɄIĮ Ƴľž ŃȂĞȲ ȇęņŮ AưĞ ŁƚƮĞ ǣĮŬęǊ ņļǊƚ ęĩņļž ǣĮǦȇǯ 

EƚǪ ĩļĩǯɏĬǣžɏĩņĬžɏȂĜǊĮ ĩżȕŮ AęĩƄĞɏȚľłƚ ĩȿŖ AęĮƄĞ ǣĩńņĚž ƘƁǊ  

ęũęȕ ęĩĹǭž ũ For statutory definition see 42 U.S.C. § 12102(2) ĜǨ ǨȂƠĞɏ  

 

12. ǯľȇ (ĬƚŔƚŖ) Ǩė Ĭēņ ũĩǦǘ ƳĮɅŹľ ĜǨ ĩǓǈǅľ ɏȲēɂƆƚ ĬǯĮŖɏĬǙľ ǣŹęǦǤ ņļǋƆƚ ĩɁȺĮ  

 

13. ɁĞǯ (ůż) żǨɉ ǣĮĩżũž ůż  

 

14. ɂƚž (ǣɀǪĞ ŖľȳƆ) Eƚ żǨĮņ ƕǆ ĿĬƚ ǅǨĮ ƱĻƨľ  
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15. ɂľĬž (ǣȮɂƆ AőĬĩȚ) ȲēɂƆ EƚǪž ƨǯľȂǊ EƚǯīőĩȖ  

 

16. ĕǨĜǨž (ĬǯĩŖ) ũŹęǦǤ őęįƆ ĬǯĮŖɏƲɆɏĩŒľȚɏĩęȕɁ ǣĩńŁĚž  

 

17. ħĮ ɉǿ ǣĩǺĩĻǦ ŖȲ ĜǨ ǣĮȂƢ ĩŁĹżǇ ǣƮŬƚǦ ēƙż ǣĮȂĞȲ ȲēɁ  

 

18. EƚŌĞɏ ǣĩǺĩĻǦ ņĮǋž EƘ ǣĩȝĹŌ ǣĩǺĩľǦ ȼǪğƆɏ(ĮĞƲž)ęĮńĝ ŬļƲ ēŁƚ OŬĬ (ŬēO)ǨĮņĜĞ  

 

19. ƯǨ ǋľǯ (ɁĽ ĕńŮ) ȰĕɁ ǣĩńņĚžƚ ǨĩņĜĞ  

 

20. ũȇľ ũƮĞ Ĭēņ ƯĞƲ ĬǯĹǯɏ  

 

21. ěƚƲɏ ũAȢĺ ǅǪȼęȃž ůż ǣīǊņǯ  

 

22.ğǯ ɏ OɉĹŻƚȇ ņǨņŹĮ ǅŮ ɉǿ ǊņȚ ņȢƚ AƘ ŃƭɁž  

 

24.Ĭēņɏ ǣƳĮɅŹľ EŔ ũįƚŹľ ĜǨ ǊǯǦ ǊǪė AǦę ęņļ ǣĮǦȂęȇĞ  

 

25. OɉĹžƚȇ ņǨņŹĮɏ ƳĮɅŹľ ǣĮǦƚőŁŖł ǣ ŇOɁžǉľ OǨƚſƆ Microsoft® Windows® XP® or Apple® 

Computer's  

 

26. ɇņǋľǯɏ ĮņȚļǇ ņĮ ŒȚľ,ɁǪĞ ǅǨĮ ĮņğƆ ĞĘƚ ǨƆĜĞ  

 

27.ɉĿɁǨĞɏ ǣȇĞ AƚɂľĭŎƚ ũĽǘĩ ęǣĮįĜ ǣŹȕŔĭǊ ņĮ.  

 

28.ĩĩǘȂŮɏ ņĮǋƚ ũƳĮɅŹľ ǊņȚ ƨņȂŮſ ĩĩǘȂŮ  

 

29. ņęƲž(ĩĮĹȚ)(ĩęǣž)ƭȲėɂƆ ēĚ ęǨſ ĬǆȘž  

 

30.ŁľƆ Eƚǿƚɏ . ũEƚŽľƙž ĜǨ ęīȼĞȃž ƕȂľ ȼĞȈ ǣĮǦņǨ ǅǨĮ ǣīǦĩęƲž Ĭęž ƕǊɏ  

 

31.ŽƲņž ůƲņɏ ɁĞǯ  
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32. żǨĮ ƨOžɏ ƭŹǅŁƕ ȇǗ ŰĜ ńOž ņǦũŔ  

23. ğȇƚȇ ƙĮɏ AƚŹľƙž ĜǨ ęĩȇŬž ǣĮƚȕőĮŮž ņĮ  

 

33.źĞ Ŭľɏ ƭȲėɁ ĩȰɁǦǊ ũżƆ ǦęǊ  

 

34. Aɉ ğǯ ɏ(ȲēɁ) ȲēɁƚ ǅǪ ƳĮɅŽľ ĬņŹĜęɁ ǅǨĮ ĩȠƚ  

 

35ɏ Ǥǘľ ƙĮ (ǣŹȕŔĮǊ ņĮ) ƭɁǪĞ ƭŒȚľ ƭĮĞƲž ǣŹŁĺ ěǤ ņĮ  

 

36ɏ ŷǨņ ĭĞɏ ũǯĮȲ ǣŹőĹȭ ǣŽĝɂƚ ĩĞEƲž ĩőũǦ  

 


