Job Application vs. Resume
(from: http://www.job-hunt.org/veterans-job-search/job-application-vs-resume.shtml
Job Application
A job application is an “official document” required by human resources covering career and educational
history. It will be maintained in your personnel employment file permanently if you are selected for
employment with a company.
The application usually includes a statement of faith / an oath that the information you provided on the
application is true and accurate to the best of your knowledge, including your signature.
These documents can also be used in a court of law, with your signature and oath. Some applications will
ask additional information, i.e., birth date, social security number, and inquire about a criminal past.
Job applications usually require full employment dates (month, day, and year that you started a position
and ended a position); it may request the name of previous supervisors or the company name and
address, so they can contact the HR office to verify your employment; salary history or salary
requirements; and specifics regarding education including GPA and semester and quarter hours in a
certain subject.
The job application is chronological and may or may not include additional information like training and
special skills. Typically, this document will be one or two pages and the entries are very small—so you
have to write small and only summarize the information from your resume for job duties, skills, or profile.
Resume
Your resume is your letter of introduction, networking document, and career history summary to date. This
document is used for networking with recruiters, and to apply for jobs online or via the mail.
Your resume does not have specific requirements like an application, i.e., it does not require an oath
statement, and the content can be presented as a chronology or in a functional format or a combination of
the two.
Interestingly, the information you provide on a resume is often compared with information provided on a
job application—which means the two documents should come very close to matching for critical
information.
For example, if on a resume you say, Military Service: 1998 – 2008; then the entry on your application
should say: US Army 12/10/1998 to 11/01/2008.
If you indicate a BA degree on your resume with a completion date (or not yet completed); your
application should indicate “to present” or “not yet completed,” or the actual completion date
Create an Application-Like Resume
It is recommended that you prepare an “application-like” resume (see attached example), in addition to
your two-page presentation resume, which includes all of the “extra” information that might be required on
an application.
For example, if your resume has employment dates using only years (which is acceptable), then your
“application-like” resume should include full dates of employment with day and month, starting and ending
salaries, and so forth.
This document is “for your eyes only” – but will serve as an excellent resource when you are completing a
job application. Carry it with you to job interviews, and simply extract the information from your
“application-like” document to the official application. Or copy and paste the information into online
applications.

