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Application Record Instructions

Use this record in conjunction with OMPCG’s Employment Search Progress Log to help organize your search. It is critical that you keep up with what positions for which you are applying. Nothing is worse than having a potential employer call you and hear you bumble over your words as you attempt to recall when and where you submitted your application. This is also a great way to keep up with important details if you are participating in a state’s unemployment program. These details are required for your weekly record submission. 

Always keep a copy of the job posting that had caught your attention. Use this log to help you quickly recognize the position about which a potential employer is calling. You should maintain records of your applications to ensure that you can immediately reference the job posting. We suggest that you use a numbering system where the numeric identifier of the position can be included in the notations column. You can file copies of the position alphabetically as well. 
If you need additional help organizing your search, you may be interested in OMPCG’s Career Management Boot Camp. For more information, contact us at (703) 424-6573.

