JOB APPLICATION




 Use this checklist to ensure that you have completed all sections of your job application and have attached all the required documents.  Please include this checklist with your completed job application.

Job application checklist ( tick the boxes)

Have you shown		
· The name of the position you are applying for.
· Your name and address.
· A daytime contact number and contact address.
· Have you shown where advertisement was sighted.

Have you attached	
· A written letter of application explaining how you meet each of  
   	the points in the selection criteria of each position.
· An up to date resume.
· Photocopies of your qualifications, relevant certificates and two written work references.
· The names and phone numbers of two appropriate professional work referees.
(These can be the same people signing the written references)

Have you kept		
· A copy of your letter of application and all attached information provided.
· Addressed the envelope: “Confidential”, position title and marked attention: “Service        Manager”.


Have you checked		
· The closing date for this position and where to send the application.
· Application and attachments are stapled together and no folders submitted.
