Applying to Solid Ground:  Applicant Tip Sheet

Our agency has compiled a tip sheet in order to assist applicants with applying for a job with our agency.

· Carefully read over the job description and qualifications required for the position.   All applicants must complete a Solid Ground Application in order to be considered for any position with our agency.  Be sure to complete the essay questions at the end of the application as well.
· On the job description, look under the “To Apply” section to note if the position for which you are applying requires a cover letter and resume in addition to the application.  
Please note that positions rated as Salary Range/Grade 24/25/26 or higher do require a cover letter and resume.  Positions that are rated Salary Grade/Range 21/22/23 or below do not require one and if one is attached to the application, it will not be forwarded on to the Hiring Committee.   Salary Grade/Range is listed on the front side of the job description. 
· Prepare your application to emphasize your qualifications and experience that most closely match the main duties and qualifications in the job description.  Be sure that your application addresses at least the minimum qualifications of the position- try to use the same keywords and phrases, but don't copy everything word for word.  If desired qualifications are listed and you meet any of these as well, be sure to provide that related information. 

Ex:  On a separate sheet of paper, note how you specifically meet each of the job qualifications (think about any volunteer, paid experience, schooling, training or internships you may have done).  Make sure that this information is written in the application, that it states where you received this experience, how much experience you have and what it involved.  

· Our agency requires employment, schooling and/or volunteer related references that cover the last 5 years.  Attach additional pages to the application if needed to explain any relevant experience.

· Double check spelling and grammar.  If using a downloaded or on-line application, you can copy your information into another software program (such as Microsoft Word) and conduct a spell and grammar check.  Once you have done this, paste the info back into the application.

· Do not attach pictures of yourself or provide information regarding:  age, date of birth, race, creed, sex, national origin, veteran status, disability, religion or marital status except for the information that is requested on the Affirmative Action form.  The Affirmative Action form is not forwarded on to the Hiring Committee.

· You may wish to learn more about the program and the agency for which you are applying.  Our agency has listed some program information on our web site which is www.solid-ground.org.  You may also contact our receptionist at 206-694-6700 and request a copy of our Community Report.

Solid Ground is an Affirmative Action Equal Opportunity Employer.
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