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GUIDANCE NOTES FOR APPLICANTS
Please read these notes carefully before you fill in your application form.

Contents of Application Pack

This pack contains the following:

· Application form  (parts A – B)
· Equal Opportunities Monitoring Form
· Guidance notes for applicants (this document)
· Person specification

· Role description
· Privacy Notice
Your application form is very important as it is the key document which will determine whether or not you will proceed through to interview and ultimately to appointment.  You must therefore demonstrate clearly on your application form how you meet the criteria.  Please note that we accept applications in a number of different formats including audio, Braille and large print.
To enable us to consider all applications on an equal basis we would prefer that the application form is completed.
If you have any general queries regarding this application pack, please do not hesitate to contact Irene McKenzie on 0141 353 1800 

1. Your Application
Anonymity at short-listing stages is used to ensure that the key principles of merit, equality, openness and transparency are upheld.  This ensures all applications are treated the same.  
· Part A of the application form holds your personal information and is never seen by the selection panel and is not used to assess your suitability for appointment. 

· Part B of your application form is made available to those involved in the short-list and selection stages.  The selection panel will only be sent a list of candidates’ names who are invited to interview after they have made their decisions at short-listing stage.  

Part A

You must sign to confirm you are happy with Glasgow Council on Alcohol processing your personal data in relation to your application. If your application is submitted by email you will be required to sign this if invited to interview. 
Part B

1.1
Completing Your Application Form

· Your form will be photocopied/scanned and then read by the selection panel.  It is therefore important that it is legible.  If handwritten, please use black ink.  The format of the application form is Word and must be returned in that format where submitted electronically.  Where your application has been submitted electronically please leave the signature blank.  You will be required to sign this if invited to interview. 

· Review the selection criteria/competencies (both essential and desirable where appropriate) before completing the form.  Remember to give specific examples/evidence of where, when you acquired, and how frequently you have demonstrated the skills, knowledge and competencies/criteria required for this appointment.
· A good application should be structured to ensure that it flows in a clear and/or logical way.  Applicants should provide evidence and examples to ensure that it is clear to panel members what they did, the reasons for their action, what happened, what they took into account, and the outcome.  Applicants should not assume that the evidence provided is obvious when it comes to meeting the competency/criterion, for instance by recounting job titles or job duties.  They should try and avoid bland and hypothetical statements and where possible/appropriate use the first person – “I” not “We”.  

· We would advise applicants to keep a copy of their application form for reference.

1.2
How we will handle your application

· Following receipt of your completed application form, your personal information (Part A) will be separated from Part B. 

· Initially your completed form will be assessed against the job description and person specification for the post to see whether you have the necessary specified skills, knowledge and personal qualities for the appointment.  The selection panel will then decide whether you are to be interviewed.  

· The selection panel will be chaired by Linda McInally, Head of Services,  Morag McIntyre, HR Manager and Susan Philp, Data & IT Manager.
· If invited to interview you will be asked questions by the selection panel to assess whether you can demonstrate that you have the specified competencies/criteria and personal qualities.

· All interviewees will be advised in writing of the outcome of the interview

1.3.
Appointment Timetable
The table below shows the key milestones during the appointments process:
	STAGE IN PROCESS
	TIMESCALE

	Closing date for applications
	Sunday 7th March 2021

	Date of shortlist meeting to select candidates for interview
	Wednesday 10th March 2021

	Date of interviews
	Monday 22nd March 2021, Wednesday 24th March 2021

	Date for feedback for candidates selected for interview
	Friday 26th March 2021, 

10 am – 12 noon

	Date of appointment  

	ASAP


N.B If you have not received an email inviting to interview by 12 noon on Friday 19th March 2021 your application has not been successful.
2.
Entitlement to work
You must be legally entitled to work in the UK. You will be asked to bring evidence of this entitlement to your interview. 
3.
Postage

When returning your application form, please ensure it bears the correct value of postage as failure to do so may cause Royal Mail to delay your application thus causing you to miss the closing date.  Application forms sent by email and fax must be received on the closing date.  Late applications will not be considered.

4.       Complaints
If you wish to make a personal complaint about any aspect of this recruitment process, you should contact in the first instance Gary Meek, Chief Executive Officer.
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