WHAT A BUSINESS EXPECTS FROM PROSPECTIVE EMPLOYEES

Recommended Skills

Computer Skills.  Today almost all companies use computers in one form or another.  Employees must be computer literate.  Any computer experience you have will be helpful to your future.

Accounting Skills.  A day seldom goes by in most companies when basic accounting skills are not used. Debits, credits, depreciation, and the general ledger are common business terms.  If you have at least a basic understanding of accounting, you have the edge on many of your fellow employees.

Keyboarding and 10-Key Skills.  For many years, these two areas were marked as “secretarial” skills.  Since the computer is a tool used by everyone from clerical workers to top management, keyboarding is considered a basic skill by many employers.  You are strongly urged to have, at the very least, one year of keyboarding.

Communication Skills (Speaking and Writing).  Businesses today require employees to possess both strong speaking and writing skills.  Though often overlooked, listening is also an important communication skill.

You are encouraged to take as many “speech” classes as your schedule will allow.  These classes help remove the natural fear of standing before a group and teach you to write and speak clearly and to listen carefully.

Your ability to communicate well will differentiate you from other job applicants or employees.  The more you develop your communication skills, the more efficient and productive you will be as an employee.

Leadership/Involvement Skills.  Every business needs people who are natural leaders.  When interviewing for a job, be sure to tell the interviewer about leadership positions you have held.  Being a club or class officer or serving on the student council or other student organizations is a good way to develop leadership skills.

Applying or Interviewing for Employment

Dress Appropriately.  Do not wear jeans or tennis shoes!  Men are encouraged to wear a suit or slacks with a dress shirt.  Women are encouraged to wear a business suit with hose and shoes with low heels.

Be Prepared.  Bring a pen and any other material you will need to complete the job application.  Bring a list of questions you wish to ask the interviewer about the job.  In many places of business, the way you apply for a job is “graded” and is very influential in your getting the job.

Be Polite and Courteous.  The impression you make may have as much to do with whether you get the job as your skills do.

Fill Out the Application Completely.  Filling out a job application is a very long and tedious process.  It is important to fill out each section of the job application completely.  Write “N/A” in areas of the applications which do not apply to you.  Double check names, addresses, and dates to be sure all the information is correct; never lie on an application.
Bring Your Reference List.  Nearly every job application will have a place for you to list references.  Prepare a list of personal references before you go to apply for the job.  The list should include a full name, address, and both a home and business phone number of the reference.  Good references include teachers, former employers, community leaders, and business leaders.  Do not use relatives as references.

Know Your Employment History.  Most job applications will have a space for you to list your employment history.  For each job you have held, you should know your employer’s name, and your dates of employment for each job.  You may be asked to give a short description of your job duties.  Gather all your employment history information before you go to apply for the job.  This will help you complete the job application quickly and correctly.
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