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Take a look at what the application form looks like: 



 



Now let’s plan! 

This part is easy – use your full names and use the word 

‘single’ in the marital status box. 

 

In this section you must list all of 

the subjects you are/ have studied 

at GCSE. If you have already 

achieved a grade in a subject – 

e.g. RE, then put the grade in the 

box and then (achieved). 

If it is a subject you have not sat 

your exams for yet, then put down your target band and then 

(predicted). 

 

In this section, include any work experience you have – it 

could be a part time job, if you have ever done work 

experience with family or friends, or even volunteering. If 



you need more than one box as you have done a few things, 

simply add another row to the table. Try to be accurate with 

the dates and address, and give a short but specific account 

of the duties you have/ had. Try to put something here – it 

will not look good if it is blank. 

WORK EXPERIENCE PLANNING NOTES: 

 

 

 

 

 

 

 

The first reference has been filled in for you – Mr Mackenzie. 

The second reference can be someone you have worked or 

volunteer for, or it can just be your form tutor. They will not 

be contacted like they would for a real job interview. 



SECOND REFERENCE PLANNING NOTES: 

 

 

 

In this section, you can use teamwork in sports teams in and 

out of school. You can use DofE if you have done it, drama 

or dance performances, work experience examples or even 

just times you have worked as a team in class or on school 

trips. 

  TEAM WORK PLANNING NOTES

 

 

 

 

 

 

 

 

In this section you can include responsibilities you may have 

in your part time job/ volunteering role e.g. mentoring new 

colleagues. It may be responsibilities at home – looking after 

younger siblings, chores etc. It may be in school e.g. school 

parliament, leading a sports team etc. 



  RESPONSIBILITIES PLANNING NOTES

 

 

 

 

 

 

 

 

This section can include achievements in school e.g. DofE, 

RE GCSE, sports qualifications and awards or competition 

results. It could also be outside of schools in teams and 

hobbies e.g. karate black belt etc. 

  ACHIEVEMENTS PLANNING NOTES

 

 

 

 

 

 

 

 

 



This section can include your hobbies and what you like to 

do in your free time. It could also be things that interest you 

e.g. computer programming, reading etc. 

  ALL ABOUT YOU PLANNING NOTES

 

 

 

 

 

 

 

 

This section can include jobs you would like to do in the 

future or what you would like to study in university or on an 

apprenticeship etc. If you don’t know what job you would 

like in the future, then just include what your plans are for 

next year. 

  FUTURE PLANS PLANNING NOTES

 

 

 

 

 

 

 

 

 



Once printed, sign and date the document neatly by hand.  

 

KEY HINTS AND TIPS 

 Make sure that you write a substantial paragraph in each 

box. 

 Make sure you give examples e.g. don’t just say captain 

of a football team – say what team, how long you’ve 

been the captain etc. 

 Speak to your parents and tutors if you are struggling – 

sometimes it if hard to think of your good qualities – but 

other people may find it easier! 

 Ensure your spelling and grammar is accurate – in real 

interviews grammatical errors could stop you getting an 

interview! 

 Make sure you have a plan for each section so you can 

complete your application form in the RESPECT lesson. 

 If you are having any major problems – message MrsS 

MacDunne on class charts or at 

careers@formbyhighschool.com. 
 

 


