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After the announcement’s closing date applications are reviewed for minimum qualifications.  The information you provide in the "Work History" and “Education/Training” sections of the PD100 is used to determine if the minimum qualifications are met.  Be sure to include all qualifying experience, education, and training on your application.  Test responses and cover letters are not used to evaluate if you meet the minimum qualifications.  Only applications that meet the minimum qualifications will receive further consideration (such as the test being graded).

· CAREFULLY READ THE JOB ANNOUNCEMENT.  The announcement contains instructions or requirements, including what it takes to qualify and what information to submit (such as PD100, resume, college transcript, skill code supplement, cover letter, test answers, etc.)

· ILLUSTRATE HOW YOUR BACKGROUND MEETS THE SPECIFIC REQUIREMENTS.  The "Work History" section of the application form must show how you meet the requirements listed in the announcement's "TO QUALIFY" section.  Additionally, review the “Duties” section and describe any related experience you have.  You may attach additional pages if there is insufficient space on the application form.  (If the announcement requests a PD100 a resume will not substitute.)   

· LIST EACH JOB SEPARATELY.  If you have held multiple positions with one employer please list each position under a separate job number in the "Work History” section of the PD100. 

· UNPAID/VOLUNTEER WORK.  Include all relevant experience whether it was paid or unpaid.
· AVOID JARGON OR ACRONYMS.  Explain information in commonly used terms to make the message clear.  Keep in mind that the person reviewing your application may not be the subject matter expert and may be unfamiliar with specialized terminology, jargon, or acronyms.

· COMPLETE ALL PARTS OF THE APPLICATION FORM.  Be sure all sections have been completed.

· Provide an actual number for the “average hours worked per week.”  If it is less than 40, the length of time in that job will be prorated accordingly.  Don't put "varies" or a range such as 10-20 hours per week, as the reviewer will not give credit for that job.

· List your last 10 years of work history and any jobs that are relevant to the position for which you are applying.  If more jobs are needed to describe relevant experience, make additional copies of the “Work History” section and number the additional jobs sequentially, such as 6, 7, 8, etc.

· In the “total time in current or last position” box show your time as years and months or months, if less than one year.  Don’t leave it blank, as the reviewer may not give you enough credit for the time worked in the job.

· MAKE IT LEGIBLE.  Although it doesn't have to be typed, it does need to be written in ink and be readable.

· PROOFREAD.  This is your only chance to make a good first impression with the hiring supervisor, don’t blow it by having grammar, spelling, or other types of errors in your application.

· SIGN AND DATE THE APPLICATION FORM.  Your application cannot be accepted without a date and your signature.  Staple all supplemental pages to your application form.

· MAKE A COPY OF YOUR COMPLETED APPLICATION PACKET.  You may be asked to bring it to interviews; you may want to refer to it at the interview; or you may want to use it when preparing applications in the future.

· SUBMIT YOUR APPLICATION TO THE CORRECT AGENCY BY THE CLOSE DATE.  The “How to Apply” section of the announcement explains the correct agency and address to submit your application materials and the deadline for submission.

· FAXING APPLICATION.  If you wish to FAX your application materials please be aware that FAX machines tend to be continuously busy late in the afternoons.  Waiting until the last minute to FAX your application may cause you to miss the deadline.

· SEE THE INSTRUCTION SHEET WITH THE APPLICATION FORM FOR ADDITIONAL DETAILS.
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