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	You must be able to: 

	1 Recognise the types of information requested in a job application form.

	1.1 Identify the key types of information in an application form.
	
	
	

	1.2 Identify the information they will need to prepare a straightforward application form.
	
	
	

	2 Be able to prepare information for a straightforward application form.

	2.1 Collect the information they will need to prepare the application form
	
	
	

	2.2 Demonstrate that they have read and understood the instructions for completing the application form.
	
	
	

	3 Know how to complete application form correctly.

	3.1 Complete an application form using appropriate information.
	
	
	

	3.2 Check the content of the form for accuracy.
	
	
	

	3.3 Present the application form appropriately for the intended audience and purpose and in accordance with instructions.
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Learner declaration of authenticity:
I declare that the work presented for this unit is entirely my own work.
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Assessor sign off of completed unit:
I confirm that the learner has met the requirements for all assessment criteria demonstrating knowledge and skills for this unit. 


Assessor name:
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