Work forﬂ

State Application Checklist

What: State application templates are the standard form you use to document your
education and professional experience. A state application is required when applying
for a state job and may also be referred to as an STD 678 where STD stands for
Standard.

Where: In the “My Account” section of CalCareers, locate "Application Templates
(STD678)" in the left-hand navigation bar under “Templates / Documents.” You can
create and save up to 10 different versions.

Why: Since resumes come in all different sizes and styles, the state provides a standard
form to capture applicants’ education and professional history. A standard application
ensures all job seekers have the same “playing field” to demonstrate their experience.
Employers may use the state application to assess candidate’s knowledges, skills,
abilities and their experience in meeting minimum qualifications.

The best state applications provide ample, relevant information for reviewers to
understand your experience and are tailored to the job position to which you are
applying. This is your opportunity to showcase the knowledge, skills, and abilities you
possess that will make you a good fit for the position.

Checklist:

O Create 1 or 2 “base” applications as soon as possible.

e Filling out an application can take some time so start early. These base
application templates can then be updated and tailored when you're
ready to apply for a job.

O Complete all fields accurately on your state application (STD 678).
e Make sure you have correct dates and titles for all your experiences.
O Provide the right amount of information:

e Spell out any acronyms and avoid technical jargon without providing
definitions.

e Include paid and volunteer experiences.

e Describe duties as clearly as possible spotlighting your knowledge, skills
and abillities.

e The more relevant information to the position, the better.

e You have 1,500 characters available for each Duties Performed section
which is more than a typical resume —it's your time to shine!

e If you don't list it, the hiring manager cannot assume, based on your
classification or job title, what duties you performed. You cannoft receive
credit unless you list it.
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e Ask yourself, “Does the information | have provided in the duties
performed section prove | meet the minimum qualifications for the
classification2”

O Tailor your information to specific jobs and save different versions.

e First, understand the job by reading through the job description, duty
statement, minimum qualifications on classification specifications, and
desirable qualifications.

e Tailoring might look like:

o Re-ordering your responsibilities within a job to match the highest
priority experiences the hiring manager is looking for.

o Using more descriptive language. You can search the internet for
“strong verbs for resumes” or look at example resumes online from
candidates that share your experience for ideas. Consider
changing some of the verbs or descriptors you have already
shared about yourself to be more aligned with the duty
statement e.g. “managing” vs “leading.”

o Deleting experiences that are not relevant to this position.

o Adding experiences you have that you hadn’t previously
considered — e.g. potentially unpaid work, new fraining, efc.

O Proofread.

e Export to PDF to ensure you see what the hiring managers will see (Select
Print > Export Job Application to PDF)

e Consider the following proofreading strategies:

o Ask colleagues, friends or family.

o If you have time, “sleep on it” and proofread the next day.

o Print and use ared pen.

o Read it out loud.

o Use grammar software and spellcheck.

O (Optional) Use your resume to complement the STD 678.

¢ Resumes may or may not be required. If using a resume, make sure it
complements your STD678 and follow these best practices:

o Use a professional template.

o Don'tjust copy/paste between resume and STD 678.

o Leverage skill-based templates to summarize and convey your
skills, awards or technology proficiencies.

o Use an objective or goal statement.

o Generally suggested to keep it to 1-2 pages total.

Pro Tip: Maintain a running list of accomplishments and projects so you can add these
to future state applications.
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