After you have Tailored your Resume and Cover Letter For a Specific Job

 1. Combine Your Resume and Cover Letter
 

•Open Your Cover Letter
•Highlight the entire document

•Click Copy

•Close Your Cover Letter

•Open Your Resume

•Click at the top of your Resume

•Click Paste

•Save As Resume + Cover Letter

 

2. Enter a Resume and Cover Letter into E-Mail
 

•Open Your Resume + Cover Letter
•Highlight entire document

•Click Copy

•Exit Word

•Open Your Internet connection

•Open Your E-Mail

•Click Compose

•In the E-Mail Text area (or, for Applications, the Resume Box rather than the Text Area):

–Click in the Text Area

–Click Edit

–Click Paste

•Your Resume and Cover Letter should be in your E-Mail
 

 

 

 

  Completing An Employment Application
 

 

Get To the company where you want to Apply for A Job
Get On the Internet

Enter the Company Name (eg. Winn Dixie) in the Search Box

Select the Response that has Jobs or Careers at that Company (winndixie.com)

Find the Jobs (or Careers) Tab at the top or on the left side – Click it

Select the Job you Want –IF Applicable OR the Store where you want to work. This may require several steps at some job sites

Apply For Job
Complete the Application
All job sites have required information: First Name, Last Name, Address, City, State, Zip Code, Telephone Number, etc. These are indicated by an * or by bold print. You must complete all of these fields.

Some sites will require your Social Security Number or your Birthday or an Age range or your Ethnic Origin. You must supply this information if it is required. If it is not required you can supply the information. 

When entering numbers (SSN, Telephone) look for the format that is required. Entering an incorrectly formatted number will result in an error and having to do it again.

Edit as you go along. Position the cursor in front of an incorrect character and click. Hit the delete key to erase the incorrect character. Type the correct character.
Any Field (Box) with a Down Arrow Button right after it is a Menu Box. You must Click the Down Arrow Button and choose from the list by clicking an item in the list. You CAN NOT Type in these boxes.

You will be asked about your:  (Past Job) Experience (including Dates you worked there, Name and telephone number of your supervisor, and pay rate), Education and (usually) your Criminal Record. Have this information available before trying to complete a Job Application.

 Some Applications also ask for your References (Business and Personal). You should have the Name, Job Title, Address, City, State, Zip Code and Telephone Number of each reference.

ALL APPLICATION FORMS ARE SLIGHTLY DIFFERENT.
If there is a SUBMIT Button, be sure to click it When You Are Done

You will usually be advised that your Application has been submitted.

TO INCLUDE RESUMES IN THE RESUME BOX IN THE APPLICATION:
Use the Instructions 1. & 2 above, to get your Cover Letter and Resume into an E-Mail to get them into the Resume box in the Application
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