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•	 sophisticated online applicant tracking systems (ATS)

•	 downloadable forms on company websites that you submit online

•	 emailing the completed application form or your CV and covering 
letter (covered in Module 8 - Applying - cover letters).

General tips for applying online

•	 If you are using a computer in a public space, make sure that you 
have access to it for the amount of time you need and that you’ll be 
able to concentrate.

•	 Make sure that you read the questions on the application form and 
any additional information, such as the job description, very carefully.

•	 Create an electronic document, or use a printed paper copy, to draft 
your answers - once you are happy with them, you can cut and paste 
into the online form. Remember to spellcheck first.

•	 Space is often limited so keep your answers short and to the point.

•	 Save your work regularly to prevent losing it.

•	 Be careful when choosing from drop-down menus – check that you 
have clicked the right option.

•	 If possible, have someone check the completed form for mistakes 
before you send it.

•	 Save a copy of your completed application - this could be a printed or 
electronic copy. This will be useful if you get an interview or even for 
future applications.

Module 9
Application forms and online 
application systems

It’s now becoming much more common to apply for a job online. Many large 
companies and organisations only accept online applications. 

The term ‘online applications’ can refer to a number of different methods, including:

Whichever method of application you need to complete, you must be well prepared 
with access to the information you will need to complete the application.

https://www.planitplus.net/JobSeekingSkills/View/170?categoryId=41
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Have a look at some company websites for vacancies and compare their 
application processes. What do they have in common? What are the main 
differences? 

Some big companies to try include: BAE Systems, Rolls Royce, Boots, Greggs, 
House of Fraser, Marks and Spencer, Next, Sainsbury’s, Subway, Tesco, Bank of 
Scotland, Lloyds Banking, Aviva and RBS.

ACTIVITY 1: FINDING VACANCIES

Online Applicant Tracking Systems (ATS)

Most large companies now use online job application systems, known 
as Applicant Tracking Systems (ATS), to manage their vacancies and job 
applications.

For some companies you have to complete online aptitude tests, quizzes 
or questionnaires as a screening process before you even reach the 
application form. What you have to do depends on the type of job and 
industry, but could include numeracy, verbal reasoning and personality 
tests. There is more information on this in Part 3 - Module 10 - Sitting 
selection tests.

You usually apply through the company’s main website, although some have 
a dedicated careers site. You need to register or create an account before 
you can apply. These details will normally allow you to track your application 
online.

Some employers may ask you to upload your CV in addition to the 
application form, so make sure you can access it from the computer you are 
using.

Most of the systems are easy to use; the screen layouts are well-designed 
and there are clear instructions for every step in the process. 

NOTE! If you are cutting and pasting answers from previous job applications, 
check that you’ve adapted the form for the job you are currently applying for – 
the last thing you need is to paste in text that is relevant to a different job.

https://www.planitplus.net/JobSeekingSkills/View/178?categoryId=42
https://www.planitplus.net/JobSeekingSkills/View/178?categoryId=42
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Using online application 
systems

Things to keep in mind.

•	 Keep a note of your registration details – this is usually your email 
address and password.

•	 Keep a note of your application reference number (if you are given one) – 
you may need it to track your application.

•	 Using an email that includes your name will help the employer to make 
the connection between you and your form.

•	 Don’t use the back arrow on your browser or you might lose some, or all, 
of your work!

•	 Employers use application forms to help them choose who to interview, 
so it’s worth taking your time to get it right. When you are filling in the 
form remember that it will be one of many. Make sure your form doesn’t 
let you down.

THINGS WORTH KNOWING

Some systems use software to scan application forms or CVs for 
keywords. The keywords they scan for are often the names of skills, 
qualities or tasks mentioned in the job description. So read the 
descriptions with care and use them where possible. Applications 
including the right keywords are more likely to get through the screening 
process and not be rejected at the first hurdle.

If you’re applying for a ‘customer service assistant’ job and have relevant 
experience as a ‘sales assistant’ use the job title the employer uses instead. 

Take a note of the company values, and any other words or phrases that describe 
what is important to them as an organisation. Why? Because it helps if you 
describe yourself in the words they use to describe what’s important to them. 

Every system is slightly different. It can take anything from around 30 minutes to 
an hour to complete an online form. 
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BEFORE YOU APPLY...

Read the instructions carefully on how to use the application system before 
you begin.

Research both the company and the job well in advance before you log on to 
the application system.

Before applying for any part time jobs, know in advance which days and 
times you would be prepared to work.

Gather together all the information you need to apply. This includes 
information on the employer, the job description, qualifications certificate, 
your National Insurance number, your CV and cover letter.

If you need to upload a CV, check which file formats the system accepts.  
A standard Word document is usually fine.

Some systems ask you to create a short online personal profile. Copying 
and pasting relevant information from your CV and cover letter may help you 
here.

Completing the application form 

In general, follow the basic rules for filling in any application form. 

•	 If you can, view or print out the whole application form before you apply. Use it to help you 
prepare your answers.

•	 It can easily take an hour, or more, to complete an online form. So make sure you have 
enough time to complete it without being rushed or interrupted.

•	 Remember to save your work as you go along. Some systems save it automatically, but not all.

•	 Some systems have a time limit or ‘time out’ feature, where you are logged out automatically 
after a certain amount of inactivity. 

•	 Online forms often don’t have a spellchecker so you might want to copy and paste text from a 
Word document which has been checked.

•	 Be careful if you are copying and pasting text in from your CV or another application form.

•	 Avoid using symbols other than bullet points, multiple font types and use tabs instead of 
tables.

•	 Some online forms may ask you what your salary expectations are. If you are unsure what to 
put, you could check our job profiles which contain pay information. Go for the entry level rate.

•	 Finally, many ATS's let you save out a copy of your application once it's finished. The 
information is handy if you get an interview or for the basis of any future applications!
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SECTIONS IN TYPICAL APPLICATION FORMS

Personal Details

Fill this section in as accurately as you can. Include the postcode in your address, 
your telephone number and your email address.

Qualifications

Even if you didn’t sit all or any exams, still note down the subjects you took in school. 
You may have gained some knowledge and skills that the employer will consider 
useful. However, be prepared to explain why you didn’t sit exams and why you chose 
those particular subjects.

If you have gained a Higher pass in a subject, you don’t have to mention the National 
4 or 5 in that subject. Mention exams you are about to sit as well as exams you have 
already achieved. You can list them according to the date you sat them, or group 
them by the type of qualification.

Work Experience

All experience matters – paid and unpaid. Note all relevant experience you’ve 
gained: paper round, school organised work experience, any part time or voluntary 
work. Some young people for example look after younger brothers or sisters after 
school. This can show an employer that you are mature and reliable.

Often employers want to know about previous experience because you may have 
developed skills which could be useful in the workplace. For example, the fact you 
enjoy experimenting with hair and regularly style your friends’ hair could be a talking 
point at a salon interview.

Interests

Don’t write one word answers. This tells the employer nothing about you. Try to make 
it sound as if you are really interested in what you do in your spare time.

Look below at how an interest can be developed. 

I go swimming …

Why?        – It’s fun and you get plenty of exercise
When?     – Most weekends and some evenings
Where?    – The local pool

Use this simple memory jogger to help boost your answers. There is no need to use 
all the headings noted above, just pick whatever helps improve your entry in this 
section of the form.    
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Further Information

This section is the most difficult. Employers are most interested in this section. This 
is your chance to ‘sell yourself’ as the best candidate for the job. Concentrate on 
what you can do, not what you can’t. Ensure that you read the job description and 
person specification and include: 

•	 why you want to work in that type of job
•	 your relevant skills and personal qualities 
•	 why you think you’d be good at the job
•	 your career goals, if relevant. 

The activities you completed on Identifying your skills and personal qualities (Module 
1 - All about you) and Matching your skills to a job (Module 7 - Matching your skills to 
a job) will help you with this.

Declaration

Some application forms have a declaration statement. You must be sure that all the 
information you have given is correct before you agree to this.

Read the entire form carefully before you start, and make sure you follow any 
instructions. For example, use BLOCK CAPITALS when asked, or use black ink.

Keep things simple. Use the same type of font throughout and make sure it’s easy 
to read.

Complete all of the sections. If a question doesn’t apply to you just write in ‘Not 
Applicable’ or N/A.

Check your spelling, grammar and punctuation. If possible, get someone else to 
check your draft copy before you complete the final version.

Make sure you get the form in by the closing date.

Contact your referees, the people who are providing you with a reference, to let 
them know that the employer might be in touch.

FINALLY...

Cover Letter
When you send off the application form, accompany it with a cover letter. In this, 
you might like to highlight a couple of points that illustrate your suitability for the 
job. You can see the example in Module 8 - Applying - cover letters.

https://www.planitplus.net/jobseekingskills/View/162?categoryId=40
https://www.planitplus.net/jobseekingskills/View/162?categoryId=40
https://www.planitplus.net/jobseekingskills/View/169?categoryId=41
https://www.planitplus.net/jobseekingskills/View/169?categoryId=41
https://www.planitplus.net/JobSeekingSkills/View/170?categoryId=41
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Now you know how to complete application forms,  
you can move on to

Part 3: Module 10 - Sitting selection tests 

Or click here to return to the main menu.

Practise filling in a form on your computer using the sample 
application form in Activity 2.

ACTIVITY 2: COMPLETE AN INTERACTIVE  
APPLICATION FORM

https://www.planitplus.net/JobSeekingSkills/View/178?categoryId=42
https://www.planitplus.net/Articles/DownloadResourceDocument/93
https://www.planitplus.net/JobSeekingSkills/View/172?categoryId=41
https://www.planitplus.net/Articles/DownloadResourceDocument/94

