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Applying for a job – Running the Activity
At some point in their careers students will apply for a job, or for work experience, or for University.  It is very likely that they will have to complete an application form and it is crucial that they make a good job of it.

The application form is usually the first impression that an employer or admissions tutor will get of the student.  Their form is likely to be just one in a pile of 10 or perhaps 100 and the student’s first aim is to get the reader to put their form onto the “maybe” pile and not onto the “reject” pile.  The second aim is persuade the reader that they deserve to go on to the next phase of the selection process.  This will normally be an interview or, for some work experience placements, it may be a firm offer of a place.
The application form is the student’s opportunity to “sell themselves”.  They have got to make the reader take notice and give the application serious consideration.  They must not be shy, but write about how good they are.  However they must not exaggerate.

This activity gives the students the chance to look at application forms from the point of view of the employer.  They must make the decision of which applicants deserves a job and who should be rejected.
The aim is for the students to work out what features make a good and engaging application form and what features make a reader put it directly onto the “reject” pile.  It must be emphasised to students that there are no “right or wrong answers”.  The application process in the real world is based on judgement.  This activity will help students to maximise their chances – it will not guarantee success.

Running the activity

(If time allows, before commencing the activity you may wish to give students time to read the information pages associated with this module on the At Work with Science website.)

Make sure the students have the following documents:
‘Sample Application Forms – Synthetic Chemistry’ (PDF) 
‘Sample Application Forms – Genetics’ (PDF)

‘Applying for a Job – Instructions’ (Word)
The forms are based on real applications from Year 12 students, names have been changed.  Seven forms are applications for placements in Synthetic Chemistry laboratories. Seven forms are applications for placements in Genetics laboratories. One form applies for non-specific “any lab work” and has been added to both sets.
The aim is to pick 2 successful applicants for Chemistry and 2 for Genetics.  A “reserve” for each area should also be chosen.  The activity can be organised in a number of ways depending upon the time available and the ability of the students.  The whole set of 15 forms can be used or they can be split into two sub-sets of 7 plus the additional “non-specific” form
A typical format of the activity might involve the following steps:
· Students look at the forms individually and make their personal decisions on which applicants should be successful.  Ideally there should be a tight time limit on this phase as there often is in the real world.
· Students then work in groups and discuss their decisions and agree upon a final set of successful candidates and reserve(s).
· As a group they make notes on what features of the application forms made them make these decisions.

· Groups feed back their decisions and comments to the whole class.

· As individuals they then fill in a blank application form in a way that should maximise their chances of success.

· As an optional extra activity students could take one of the rejected application forms and modify it to make it more attractive to an employer.  They might need to embellish a few facts and emphasise the candidates skills but they should not invent brand new facts.  For example they might replace “I like genetics” with “I am fascinated by genetics”; or, “I play football” with “I organise fixtures for the football team I play in”; or expand an interest in “Reading” to “Reading – I have just finished Bill Bryson’s “A Short History of Nearly Everything” and was totally engrossed by it, especially the section on the genetic development of man”
Timing will vary with the number of students in the groups and how many forms are tackled, but it is just possible within an hour.  There is ample opportunity for the first step to be done as homework, however this might eliminate the time constraint typical of the real world.  With a class of 6 groups of 5 it may be useful for 3 groups to look at chemistry applicants and 3 to look at those for genetics.
In the real world the first scan through 8 application forms would be done at the rate of two minutes per form; i.e. 16 minutes.  It is important that students appreciate that this is normally done very quickly and that first impressions really count. Group discussions should rapidly reject some candidates and spend more time on others.  This is likely to take 20 minutes. Feedback to the rest of the class from 6 groups should take 20 minutes.

Filling in a trial application form should be done at home with follow-up comments at school.

For your guidance and interest we have provided some feedback on the application forms (‘Application Form Feedback’) which you may also wish to give the students as a follow-up to the task.
Downloads of an advert (for Year11 or Year 12/13), job descriptions (Year 12/13) and a blank application form are provided for students who want to practise their skills.
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