II. Update Your Personal Data Form
As stated before, we are always changing – the person who started the workshop in 2017 is
probably a different person than the one reading this now. Maybe you’ve had some work
experience. Maybe you’ve found new interests and skills than you had before. Maybe you
have new goals.
Make sure that all these changes are included in your Personal Data Form. Having this form
ready to use will help you when you complete any application – you can make sure that all
information that is necessary is accurate and up-to-date. The section on Employment History
can include self-employment activities, such as babysitting, yard work, etc. Make sure to
include information about any volunteer experience that you have. Finally, References are
important part of job applications. A reference is someone who can say that you were on time,
dependable and good at completing assigned tasks. Your references can include teachers,
staff from community agencies or churches, or previous employers. Do not use family
members.
You can and will use all of this information when you fill out applications – on paper or in the
Internet - for jobs, volunteer work, or internships. A sample of an application for a job at
Playland shows what a paper application may look like. There is also an example of an online
job application that you may see if you apply for a job at MacDonald's or Pet Smart. Online
applications can be tricky. You usually need to create a user name and password to gain
access to the application itself. Keep a record of your user name and password for each
application because you may want or need to check the progress of your application.
If you have never completed an online application, you may want to try doing so. Find a
website of a very big employer (like MacDonald’s). You can often find applications under
"Careers." Once you find the online application, you can answer the questions. You will
probably see some questions that have nothing to do with your experience. For example, you
may be asked to choose the statement you agree with more, like this one:
When going out, I usually let others decide where to go.
OR
I do not mind using flattery to get ahead because I believe others do the same.
There is no right or wrong answer here. Just be honest and do your best.
Note: Always have your Personal Data Form up-to-date and ready to use. Keep a copy of it in
your email folder (you can send yourself an email with an attachment of the file). You will then
be able to use it anytime you need it to complete an online application (thank goodness for
copy and paste!) or a written application (you can use your phone to read information from
your data form).
Forms included in this section:
•
•
•

Personal Data Form
Sample Job Application from Playland
Sample Online Job Application

Personal Data Form
Name
Mailing Address
Telephone

Alternate Phone

Email

Social Security Number

Employment Desired
Position Title:
Days/hours available to work: Complete all that apply.
I have no preference

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Start:
End:

Start:
End:

Start:
End:

Start:
End:

Start:
End:

Start:
End:

Sunday
Start:
End:

I am seeking a summer position:
Weekends:

Part Time:

Full Time:

Part Time or Full Time:

Education
Name of High School:
School Address:

Did You Graduate?:

Years Completed:
1

2

3

4

Yes

Expected Date of Graduation:

No

Name of High School:
School Address:

Did You Graduate?:

Years Completed:
1

2

3

4

Yes

Expected Date of Graduation:

No

Employment History (list current or most recent employment first)
Employer, (Name/ of Company/Organization)
Address
Dates Employed

From: Month/Year

To: Month/Year

Job Title/Major Responsibilities/Skills, Knowledge and Abilities

Supervisor/Leader

Reason for Leaving

Contact? Yes

No

Phone

Ending Salary

Employer , ( Name of Company/Organization)
Address

From: Month/Year

To: Month/Year

Job Title/Major Responsibilities/Skills, Knowledge and Abilities
Contact? Yes No

Supervisor/Leader

Reason for Leaving

Phone

Ending Salary

Volunteer History
Volunteer Activity/Organization Name

From: Month/Year

Dates Volunteered

To: Month/Year

List Responsibilities:
Supervisor/Leader

Contact?

Yes

No

Phone

Volunteer Activity/Organization Name
Dates Volunteered

From: Month/Year

To: Month/Year

List Responsibilities:
Supervisor/Leader

Contact?

Yes

No

Phone

Volunteer Activity/Organization Name
Dates Volunteered

From: Month/Year

To: Month/Year

List Responsibilities:
Supervisor/Leader

Contact?

Yes

No

Phone

Other skills, knowledge, and abilities not listed above, acquired through hobbies orinterests. Include other languages spoken.

References
1. Name

Relationship

Phone/email

2. Name

Relationship

Phone/email

3. Name

Relationship

Phone/email

Sample Online Application
Personal Contact Information

Education History

Employment History

References

