Reviewing Applications Checklist
Employment applications can provide quite a bit of information about a candidate. Often, applications provide much more information than a resume since applicants typically include only the accomplishments and things they want a prospective employer to know. But, applications are only effective if reviewed correctly. Use the checklist below to make sure you get the most of the application review process.
	√
	Did you look for…

	· 
	Completeness. Look to make sure the applicant completed all the information requested on the application form. Missing information could be a sign the applicant is hiding something or that their attention to detail is low.


	· 
	When they can start. Candidates that are not available by the anticipated start date may not meet your hiring requirements. 



	· 
	Availability. Look for whether the candidate indicated part-time or full-time availability. Also look for the shift(s) they are available to work. Are their scheduling requirements in line with your staffing needs?


	· 
	Employment edibility. Did the candidate indicate that it is illegal for them to work in the United States? 


	· 
	Desired pay. Determine if the pay the applicant is seeking is in line with your budget and expectations for the position. If not, don’t waste your time. 


	· 
	Criminal history. Look to see if the candidate has ever been convicted of a felony or misdemeanor. If the candidate indicates that they have a criminal past, examine the nature of the crime before automatically dismissing him or her from the applicant pool. 



	· 
	Position desired. Look to see if the position they are looking for matches your company’s open position. Unrealistic or inaccurate expectations may result in poor person-job fit. 


	· 
	Employment history. Look at their tenure with previous employers. Chronic job-hoppers aren’t suitable for many full-time positions, unless the position you are seeking to fill is temporary. 

Most applications request a month and year designation for starting and ending employment dates. Applicants only providing the year(s) in which they worked for a previous employer may be trying to inflate their tenure. 


	· 
	Reasons for leaving previous position. Look to find out why the applicant left their previous jobs. Reasons such as, “couldn’t get along with my boss” or “terminated” raises some red flags. 



	· 
	Pay history. Look to see if their pay history is consistent with their desired pay. Inexperienced employees may try and get more than what they have received at other jobs.  


	· 
	Education. Look at whether or not a degree was actually earned or if the individual attended an institution but failed to obtain their degree. Also look at their GPA, which provides an indication of his or her dedication, conscientiousness, and overall capacity. 


	· 
	References. Who is the applicant listing as references? Applicants providing primarily personal references may not want you to contact past employers or co-workers for a reason. 



	· 
	Signatures. Did the candidate sign the application form? If not, they may not have consented to reference and/or background screening, so another form may need to be used in order to obtain their consent for these purposes. Also, intentionally failing to sign the form indicates that they are not willing to attest to the information they provided within the application. 











