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Filling out Online 
Applications
Helping you to navigate the world of 
online applications.

Research the di�erent types of job seeking websites to find the ones best 
suited to you. There are general sites and some sectors have their own 
specialised ones

Make sure you have an up-to-date digital copy of your CV as you often need to 
upload it to the site you’re applying through (and check it looks ok once uploaded)

If a question is asked, it needs to be answered. Ignoring questions such as 
“Do you have the right to work in the UK?” can lead to immediate rejection

Applying for jobs online can 
feel quite daunting, particularly 
if it’s not something you’ve 
had to do before. You can 
apply through recruitment 
sites or directly through an 
employer’s website. 

Tips to achieve the best impact



If you can, create an account on the website you are using to apply for jobs.
This saves you time if you wish to apply for other roles as you will already have 
your CV and contact details uploaded

Check out the way the site saves your application. Can you save it as you go 
along? Are you able to stop part way through and come back to it? Sometimes 
you might find it easier to write out your answers in word and then copy across 
to the application form 

Put aside enough time to make a strong application. Remember quality beats 
quantity! It’s far better to make a few good quality applications than fire o� lots 
of poorly targeted ones 

Match your application as closely as possible to the role. Use the job 
description and employer’s website to show that your skills and experience 
are what they are looking for 

Some employers include screening tests. Give yourself time to 
concentrate on these because they’re often the most important part of 
the pre-interview process

Make sure that you explain why you want that specific job! If asked for a 
supporting statement demonstrate (with examples) that you have the 
requested skills and values of the employer

View every application, successful or not, as a learning opportunity

www.enableeast.org.uk/headsup headsup@enableeast.org.uk

If you’re interested in finding out how our HeadsUp 
employment support project could help you, check out our 
website or drop us an email.

Any application for a job is your opportunity to demonstrate why you are the best person 
for that role, so make sure you give yourself enough time to do yourself justice! 

www.indeed.com/career-advice/finding-a-job/how-to-apply-job-online
www.reed.co.uk/career-advice/job-application-forms-what-you-need-to-know/ 

For further information take a look at these sites:


