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Task-based Activity Cover Sheet 

Task Title: Complete a Job Application Form 

Learner Name: 

 

Date Started:      Date Completed: 

Successful Completion: Yes___  No___ 

Goal Path: Employment  Apprenticeship  Secondary School        Post Secondary         Independence___ 

Task Description: 

Complete a job application form 

Competency: 

B: Communicate Ideas and Information  

 

Task Group(s): 

B3: Complete and Create Documents 

B2: Write Continuous Text 

Level Indicators: 

B3.2a:  Use layout to determine where to make entries in simple documents 

B2.2: Write longer texts to present information, ideas and opinions  

Performance Descriptors: see chart on last page or click here 

Links to skill building activities:  see the last page or click here 

Materials Required: 

 Copy of attached employment application 

 Pen/pencil 

ESKARGO: 

 Uses layout to determine where to make entries  

 Begins to make some inferences to decide what information is needed, where and how to enter the 

information  

 Makes multiple entries using a limited range of vocabulary  

 Follows instructions on documents  

 Makes entries on simple forms and tables  

 Uses context cues and personal experience to gather meaning from the text  

 Scans text to locate simple information 

 Makes low-level inferences  

Attitudes: 

Practitioner,   

We encourage you to talk with the learner about attitudes required to complete this task set.  The context of 

the task has to be considered when identifying attitudes.  With your learner, please check one of the 

following: 

□ Attitude is not important  □ Attitude is somewhat important □ Attitude is very important 
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Task Title: Complete a Job Application Form 

Companies will often require applicants to complete job application forms. Look at the Tim Hortons 

Employment Application form. 

Learner Information and Tasks:  

Task 1: Complete the Tim Hortons’ Employment Application form. 

 Note:  You heard about this opportunity from your “Instructor”.  If you have never been to a  

  Tim Horton’s think about any fast food or coffee shop you have been to. 
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Task Title: Complete a Job Application Form 

Answer Key 

Task 1: Answers will vary….check for accuracy and opinions 
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Task Title: Complete a Job Application Form 

 

Performance Descriptors 
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B3.2a  uses layout to determine where to make entries    

  begins to make some inferences to decide what information 

is needed, where and how to enter the information 

   

  makes entries using a limited range of vocabulary    

  follows instructions on documents 
   

B2.2  writes texts to explain and describe    

  conveys intended meaning on familiar topics for a limited 

range of purposes and audiences 

   

  begins to sequence writing with some attention to 

organizing principles (e.g.  time, importance) 

 

   

  uses limited range of vocabulary and punctuation 

appropriate to the task 

 

   

  begins to select words and tone appropriate to the task 

 

   

  begins to organize writing to communicate effectively    

This task:      was successfully completed___   needs to be tried again___ 

 

Learner Comments 

 

 

____________________________      _________________________ 

Instructor (print)        Learner Signature 
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Skill Building Activities 

 

Link to online resources: 

 http://www.gcflearnfree.org/jobsearch/jobapplications (An online learning tutorial containing everything a 
learner needs to know about completing job applications – Gathering Personal Information + Obtaining 
Referrences + Completing A Job Application; a short Quiz is included) 

 http://www.gcflearnfree.org/everydaylife/workskills/job-application (A shorter interactive tutorial that allows 
learners to drag and drop personal information items onto a job application form, a good tool for lower-level 
visual learners) 

 http://www.bbc.co.uk/skillswise/topic/filling-out-a-form (A series of online tutorials that focus on building skills 
necessary for filling out forms, includes Factsheets and accompanying Worksheets at 3 different levels) 

 https://www.youtube.com/watch?v=wfODAym2I84 (A Youtube video that covers the basics of filling out job 
applications) 

 

LearningHUB online courses available: 

 Reading & Writing, Independent Study (assigned by practitioner following assessment): 
o Document Use Level 1 Assignment 1 (“Reference and Technical Material 1 + Forms 1”);  
o Document Use Level 2 (“Reference and Technical Material 2 + Forms 2”);  
o Grammar, Spelling, Punctuation Assignments 1/2/3;  
o Writing Level 1 (“Grammar 1 + Mechanics 1+ Writing Skills and Strategies 1 + Notes and short 

Memos 1. 

 Live Classes (SABA) – Filling in Forms   
 

*To access LearningHUB courses, learners must register for the LearningHUB e-Channel program by 

completing the registration form on their website and completing the course selection (page 2 of the 

registration form): https://www.learninghub.ca/get_registered.aspx 

*To Access LearningHUB Course Catalogue: 
http://www.learninghub.ca/Files/PDF-
files/HUBcoursecatalogue,%20December%2023,%202014%20revision.pdf 
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