Name _______________________	Period ________
Finance U1L3 Job Application Skills and Tools 
What is a Contact?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
What is a social network? (Do not just say Facebook)
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
How can you learn about job openings that aren’t advertised?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
What is meant by job shadowing?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
What is a head hunter?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
What is a temp agency?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
How do employment agencies help fill job openings?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________

List five sources of job openings?
1.
2.
3.
4.
5.
What is a resume?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
What are references?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
What is a cover letter?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
List the Information found on a resume?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
What is a job application and why is it important?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
What is a job interview?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
What is meant by follow-up?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
List Five things you should do to have a successful job interview?
1.
2.
3.
4.
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