
TIPS FOR COMPLETING AN APPLICATION:

•	 Read over the entire application before you begin writing.

•	 Follow the instructions. Remember—how you complete an application 
shows an employer how well you follow directions and complete tasks.

•	 Education includes school, training, licenses and expected date of 
graduation.

•	 Print neatly using black ink.  Have two copies of the application, or make a 
copy so you can use one for a draft version and one as the final version.

•	 Fill in every blank or write “N/A” (not applicable).

•	 List work experience including volunteer work. Be honest and don’t stretch 
the truth.

•	 References are someone who knows you and your work skills. Ask permission 
before listing someone as a reference. Do not use friends or family.

TIPS FOR WRITING A RESUME—Creating an effective resume is both a writing 
and design project. Generally, employers will spend ten seconds screening your 
resume. Their goal is to eliminate as many candidates as possible and concentrate 
on the best. Important guidelines for writing a cutting-edge, easy-to-read, 
employer-friendly resume include: 

FORMAT

•	 One full page, phrases vs. sentences, lists vs. paragraphs 

•	 Good use of white space; ¾ - 1” margins, 11-12 point for main body and Arial 
or Times New Roman 

Find a Job

Get the Job

Making a Plan
Evaluate your skills 
and interests, check out 

utahfutures.org.  Sit down 
and spend some time 
thinking about what you are 

interested in doing.  What 
kind of work sounds like fun?  Then 
make a list of the skills you have to 
offer an employer.  Even without 
prior work experience, you have 
skills, talents and natural abilities.  
The key is to recognize what your 
skills are and how to express them. 
Odd jobs, baby-sitting, chores and 
volunteer work are all examples of 
relevant work experience. 

•	 Send the right message—
update your voicemail “You 
have reached _____. Please 
leave your name number and 
message and I will get back 
to you. Have a nice day.” 
Incoming callers should not 
hear ringback tones while you 
are job searching. 

•	 If you a have a Facebook 
account or use other social 
networking sites, set your 
profile to private or locked. 
Avoid posting unflattering 
information. Ask yourself if 
you would be okay with your 
grandmother seeing what 
you’ve posted—“Will it pass 
the grandma test?”
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TIPS FOR TEENS

NETWORKING—Tell everyone you know that you are looking for a job. Most job 
openings are not advertised and are filled by a word-of-mouth referral.

INTERNET—Check online listings and business web sites. Many employers 
advertise openings only online. Check out jobs.utah.gov.

BUSINESSES—Is there a company or business where you would like to work? 
Contact the employer directly. Talk with the person who would supervise you 
even if they are not currently hiring. Some employers keep applications on file 
for future openings.

VOLUNTEERS—Consider volunteering. It may turn into a paying job and it will 
give you experience you can put on  your resume or application.

SCHOOLS—Counseling offices may have employment opportunity information.   
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•	 Conservative use of bullets, underline, bold and italics 

•	 No errors—“Hire” a proofreader!

•	 Use high quality bond paper

CONTENT 

•	 Use “action” verbs

•	 Remove all personal pronouns . . . You, I, My, We, They

•	 Include job title, company name, city, state and dates of employment

•	 Do not include supervisor’s name, company mailing address, salary, or references  

•	 Omit “References Available Upon Request” 

•	 If you want the job, do your homework and tailor your resume to meet the employer’s 
expectations

•	 Follow the employer’s application instructions to the letter!

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities by calling (801) 526-9240. Individuals with speech 

and/or hearing impairments may call the Relay Utah by dialing 711. Spanish Relay Utah: 1-888-346-3162.

How to Prepare for Your Interview

Get the Job Cont.

Utah Department of Workforce Services
07-35-0212

Set Goals:
Write down your large goals and 

then break them down into small, 
attainable goals.

•	 Dress one step above what you would typically wear 
on the job.

•	 Know about the job, research the company & position 
so you can say why you want it and why you would be 
good at it.

•	 Be enthusiastic and interested in the job, if you show 
the employer that you are interested in the job, you 
are more likely to get an offer.

•	 Arrive 15 minutes early because one of your most 
important traits to an employer is dependability. 

•	 Turn off your cell phone before you enter the building.

•	 Review and practice sample interview questions. (Visit 
utahfutures.org for sample interview questions.) 

DEVELOP EXCELLENT WORK HABITS & KEEP THAT JOB!

•	 Be on time, every day. Be dependable and you won’t 
be expendable.

•	 Work hard and complete your assignments.

•	 Listen carefully to instructions and ask questions if 
you don’t understand.

•	 If you know what to do, don’t wait to be asked.

•	 Keep a positive attitude and align yourself with other 
employees who have a positive attitude.

•	 Be willing to accept constructive criticism and make 
changes to improve your work.

•	 Make sure you understand the process and 
expectations if you are sick or need to miss work.

•	 Be polite and show a sense of humor. A Smile a Day 
Brings in the Pay!

•	 Turn off your cell phone while you are at work. Save 
texting and talking for breaks. 

YOUTH RULES

•	 Minimum wage is $7.25 per hour.

•	 You have the right to a safe workplace. You can’t be 
required to perform dangerous jobs.  Contact the 
Labor Commission Office (laborcommission.utah.gov) 
to find out which jobs you are NOT allowed to do if 
you are under 18 years of age.

•	 The minimum age for employment in most industries 
is 14 years of age.  Youth 14 and 15 may work outside 
school hours in various non-manufacturing, non-
mining and non- hazardous jobs.  18 year olds may 
work in any job for unlimited hours.

•	 For additional Youth Rules and child labor laws check 
out: The Department of Labor http://www.dol.gov and 
http://laborcommission.utah.gov


