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NOTES FOR GUIDANCE

FOR USE WITH APPLICATION FOR EMPLOYMENT

INTRODUCTION

These notes for guidance are to assist you to complete Financial Fitness Application for employment. You should complete the form using BLOCK letters or typescript. If you require help in completing this form, please contact Financial Fitness (Tel: 01475 729239).

1. POST APPLIED FOR AND PERSONAL DETAILS

Where relevant Post Reference Number and Post Title will be found in the advertisement for the post.

2, 3 & 4.
QUALIFICATIONS

You should provide details of all qualifications held or awaited including awards of Scotvec Modules, Standard and Higher Grades, Degrees, Diplomas, Draft Apprenticeship Details etc, and where appropriate the band/class of pass should be indicated. 

You will be asked to produce evidence of qualifications/apprenticeships obtained if selected for an interview.

5. MEMBERSHIP OF PROFESSIONAL BODIES

You should provide details of membership of any professional bodies (including class of membership, method of entry and dates of admission) which you consider relevant to this application. You will be asked to produce evidence of membership if selected for interview.
6. SPECIALISED TRAINING 

You should provide details of any specialised training, e.g. shorthand, typing, in-house training, external short course which you consider relevant to the post. 

7. PRESENT EMPLOYMENT
You should provide details of current or most recent employment and a summary of the main duties and responsibilities of the current post. 

8. PREVIOUS EMPLOYMENT

You should list in order, the most recent first, details of your employment history. Remember to include periods of vocational work, particularly where you think this may assist in your application for this post. 

9, 10 & 11.
INFORMATION IN SUPPORT OF APPLICATION

The importance of Section 9 to the selection process is emphasised by the space allocated. It gives you the opportunity to explain why, in view of your qualifications and experience, you are a serious candidate for the post. You should include relevant details of previous posts you have held, both paid and unpaid, indicate positions of special responsibility, or even how your experience in life makes you a more suitable candidate. If you require to use an additional page, please use the Further Information sheet at the back of the form.
In section 10, please indicate your main leisure time activities and any clubs or group membership you currently hold.

____________________________________________________________________________________
12. HEALTH

If you are the successful applicant, you will be required to complete a pre-employed medical questionnaire and your appointment will be subject to confirmation of your medical suitability to carry out the duties of the post. 

13. ATTENDANCE AT WORK 
Please provide details of both long and short-term illnesses over the last 2 years. 

14. DISABILITY 

Disabled persons who meet the essential criteria of the person specification will automatically be interviewed for all posts. You should, in this section, give details of any disability and whether or not you require any help, for instance, if called for an interview, do you require a signer, wheelchair access etc. 

15. REFEREES

You are advised to select your referees carefully and ensure that one of them is your current or most recent employer or if this is not possible someone who has known you in the work situation. Relatives should not be used and referees should be consulted before their names are added to support your application. Referees are normally expected to be people who hold a position of responsibility. They will be given a copy of the job description and a form for their reply which will include their opinion of your:
(a)
Personal character

(b)
Work capability compared to the duties of the post in 
question

If you are called for interview we will contact your referees at the same time. However, if you have any objections to this, please indicate by ticking the appropriate box. 

16. REHABILITATION OF OFFENDERS ACT 1974

You will be required, if selected for interview, to complete a Disclosure Form.

17. CANVASSING

See Declaration.

18. ADVERTISEMENT SOURCE

To allow us to assess the effectiveness of our advertising programmes. You should name the newspaper, journal, agency or location where you saw the job advertised. 

19. DECLARATION

You must sign and date the declaration that all information contained in the application form is to your knowledge, true and correct. False information or omission may be sufficient cause for any application to be rejected or if appointed may lead to summary dismissal. You are advised that canvassing of members or employees of Financial Fitness directly or indirectly in connection with any appointment shall disqualify you. 

After signing and dating your application form, return it to the address shown on the accompanying letter as soon as possible but certainly before the closing date shown on the advertisement. 
