Worksheet
Application Template
[image: Checklist with solid fill]This example worksheet is designed to help Ohio job seekers gather and organize information commonly requested on employment applications. Completing a Master Job Application can make applying for jobs faster and easier.

Personal Information
[bookmark: Text1]Full Name:      
[bookmark: Text2]Street Address, City, State, ZIP Code:      
[bookmark: Text3]Phone Number:      
[bookmark: Text4]Alternate Phone Number:      
[bookmark: Text5]Professional Email Address:      
[bookmark: Text6]County of Residence:      
[bookmark: Text7]Emergency Contact:      
[bookmark: Text8]Languages Spoken:      
[bookmark: Text9]Do you have a valid Ohio Driver License or State ID?:      
[bookmark: Text10]Are you legally authorized to work in the United States?:      
[bookmark: Text11]Have you ever been convicted of a felony? (Explain if required):      
Employment Goal
[bookmark: Text12]Desired Job Title(s):      
[bookmark: Text13]Preferred Industry:      
[bookmark: Text14]Full-Time / Part-Time / Seasonal:      
[bookmark: Text15]Preferred Work Schedule:      
[bookmark: Text16]Date Available to Start:      
[bookmark: Text17]Preferred Ohio Work Location(s):      
[bookmark: Text18]Transportation Plan:      
Education and Training
[bookmark: Text19]High School / GED Program:      
[bookmark: Text20]Ohio Career Technical Center or Vocational Program:      
[bookmark: Text21]Community College or University:      
[bookmark: Text22]Certificates or Licenses Earned:      
[bookmark: Text23]OhioMeansJobs Training Programs:      
[bookmark: Text24]Apprenticeships or Workforce Credentials:      



Work Experience
	Employer
	Job Title
	Dates Worked
	Supervisor
	Duties
	Reason for Leaving

	[bookmark: Text25]      
	[bookmark: Text26]      
	[bookmark: Text27]      
	[bookmark: Text28]      
	[bookmark: Text29]      
	[bookmark: Text30]      

	[bookmark: Text31]      
	[bookmark: Text32]      
	[bookmark: Text33]      
	[bookmark: Text34]      
	[bookmark: Text35]      
	[bookmark: Text36]      

	[bookmark: Text37]      
	[bookmark: Text38]      
	[bookmark: Text39]      
	[bookmark: Text40]      
	[bookmark: Text41]      
	[bookmark: Text42]      

	[bookmark: Text43]      
	[bookmark: Text44]      
	[bookmark: Text45]      
	[bookmark: Text46]      
	[bookmark: Text47]      
	[bookmark: Text48]      

	[bookmark: Text49]     
	[bookmark: Text50]      
	[bookmark: Text51]      
	[bookmark: Text52]      
	[bookmark: Text53]      
	[bookmark: Text54]      






Volunteer and Community Experience
Include volunteer work, internships, church/community involvement, or school activities that demonstrate responsibility and job skills.
[bookmark: Text55]     
Skills
☐ Customer Service
☐ Computer Skills
☐ Communication
☐ Teamwork
☐ Time Management
☐ Problem Solving
☐ Equipment or Machinery Experience
☐ Other Job-Related Skills 
[bookmark: Text56]     


References
	Name
	Relationship
	Phone
	Email

	[bookmark: Text57]      
	[bookmark: Text58]      
	[bookmark: Text59]      
	[bookmark: Text60]      

	[bookmark: Text61]      
	[bookmark: Text62]      
	[bookmark: Text63]      
	[bookmark: Text64]      

	[bookmark: Text65]      
	[bookmark: Text66]      
	[bookmark: Text67]      
	[bookmark: Text68]      

	[bookmark: Text69]     
	[bookmark: Text70]      
	[bookmark: Text71]      
	[bookmark: Text72]      

	[bookmark: Text73]      
	[bookmark: Text74]      
	[bookmark: Text75]      
	[bookmark: Text76]      

	[bookmark: Text77]      
	[bookmark: Text78]      
	[bookmark: Text79]      
	[bookmark: Text80]      

	[bookmark: Text81]      
	[bookmark: Text82]      
	[bookmark: Text83]      
	[bookmark: Text84]      

	[bookmark: Text85]      
	[bookmark: Text86]      
	[bookmark: Text87]      
	[bookmark: Text88]      





Ohio Job Search Resources
OhioMeansJobs Centers
OhioMeansJobs.com
Opportunities for Ohioans with Disabilities (OOD)
Local Workforce Development Boards
Community Colleges and Career Centers
Application Tips
Use a professional email address and voicemail greeting.
Keep copies of resumes, certifications, and references.
Review applications carefully before submitting.
Follow up with employers after applying.
Dress professionally for interviews and business visits.
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