Track Your Job Applications
As you apply to internships and jobs, it’s important to keep track of your applications, position descriptions, and where you stand in the hiring process. Create an Excel document to track your progress.

















You’ll need to remember the exact company name and the position you applied for there.

Make sure you download the job description as soon as you apply so that you will have it as you prepare for the interview! Often, by the time you are interviewing for a position, the position description has been removed from the company’s postings.
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Job Application Tracker

JoB
COMPANY POSITION APPI;::EHON DESCRIPTION INTERVIEW 1 INTERVIEW 2 INTERVIEW 3
DOWNLOADED
XYZ Distributors Marketing Analyst 4/2/24 Yes 5/1/24 5/8/24

ABC Marketing Social Media Managei 4/2/24 Yes 5/2/24
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