
Tips for Applying Online 
 

1. Have Your Resume & Cover Letter Tailored and Prepared for the Job Opening 

2. Know Your Employment History 

3. Work with, not against, the Applicant Tracking System (ATS)  
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4. Be Specific with Key Dates and Information 

5. Read the Instructions Carefully 

6. Proofread Everything Before Hitting the Submit Button 

7. Print and Save Your Application for Later 

8. Let Any Inside Contacts Know When Your Application Has Been Submitted 

9. Follow Up 

10. Manage Your Online Brand and Reputation 
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