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STUDENT RESOURCE
Job Application Review
Career Readiness | Accuracy and completeness audit
	Name
	________________________
	Class
	________________________

	Date
	________________________
	Time
	42–50 minutes



	FICTIONAL APPLICATION



	Recreation Assistant application includes contact information, availability, education, work/volunteer 



	history, references, and a statement certifying that the information is accurate.


Problems to Audit
	Email: partyking2026@example.com
	Availability left blank
	“See résumé” written in every experience field
	Friend listed as a professional reference without permission
	Two-month volunteer role changed to six months
	Two required questions left unanswered
Part 1 — Error Analysis
	Problem
	Why it matters
	How to correct it

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Part 2 — Repair Three Fields
Professional email example:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Availability statement:
________________________________________________________________________________
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CFMNY.org  |  Student Activity Packet ________________________________________________________________________________ 
________________________________________________________________________________ 
Complete experience entry (organization, role, dates, responsibilities): 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________
Part 3 — Rank the Mistakes 
1. ______________________________  Reason: 
________________________________________________________________________________ ________________________________________________________________________________ 2. ______________________________  Reason: 
________________________________________________________________________________ ________________________________________________________________________________ 3. ______________________________  Reason: 
________________________________________________________________________________ ________________________________________________________________________________ 4. ______________________________  Reason: 
________________________________________________________________________________ ________________________________________________________________________________
Pre-Submit Checklist
☐ All required fields answered.
☐ Dates and experience are truthful.
☐ Email/phone are professional and accurate.
☐ Availability is clear.
☐ References have given permission.
☐ Spelling and capitalization checked.
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Which application mistake could cause the most serious problem for an applicant, and why?
________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________
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