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Guidance Notes when completing your Application for Employment
Job Title – Business Development & Marketing Co-Ordinator
Thank you for your interest in the above post with the Scottish Police Credit Union. 
If you wish to apply for the post of Business Development & Marketing Co-Ordinator you must complete and submit the attached Application for Employment form no later than 30th September 2022. Please do not send or attach a C.V. as this will not be accepted.
Submitting your application
Applications should where possible be emailed to: kendal.ballantyne@scottishpolicecu.co.uk. Alternatively please send via post for the attention of:   Kendal Ballantyne, Scottish Police Credit Union, 165 Baillieston Road, Glasgow, G32 0TN.
Where you have provided an email address we will send an email confirming receipt of your application form, alternatively we will post confirmation to the home address provided on your application. This will normally be within 5 working days of submission.
Applications must be received by us no later than 4.30pm on the advertised closing date unless the advert states otherwise. Only completed applications received by this deadline will be considered.
If, however, you require to complete the application form by hand you must ensure that your application is posted in time to reach the address stated above within the deadline.
If sending your application via post, you must ensure the appropriate postage is paid for the size, type and weight of letter. Forms with insufficient postage may not be delivered in time and will therefore not be included in the shortlisting process.
If you require the application form or these guidance notes in an alternative format, please contact Kendal Ballantyne on 0141 771 1314.
Data Protection Act 2018
The application form contains a number of sections in which you are required to give personal detail that may identify you and in the processing of your application we may retain certain personal data for as long as is necessary to complete the recruitment process.
Your completed application form or any other personal information which we collect about you during the recruitment and selection process will be stored and processed in accordance with the Data Protection Act (2018) and the General Data Protection Regulations (2018).  
The data will be processed in relation to your application to work for the Scottish Police Credit Union, or for inclusion in your personal records if your application is successful. Please read the enclosed Privacy Notice before completing your application form.

By submitting an application for employment, you are consenting to the recording and use of the information provided. 
Suitability
The advert and job description provide the relevant information to help you identify if you possess the skills, knowledge and / or experience needed for the role and will therefore assist you in deciding whether or not you should pursue your application further.
You are expected to provide relevant information and evidence demonstrating in your own words that you have the relevant experience, skills, knowledge, abilities and personal qualities that are needed for the post for which you are applying.
You should read all the available published information about the post which includes:
· These guidance notes
· The job advert
· The job description

Completing your application

Section 1 - Vacancy Details
We have pre populated the fields in this section for you, it is however very important that you familiarise yourself with the closing date as we are unable to accept any applications after this date.

Section 2 - Personal Details
It is important that you fully complete all sections relating to your personal details taking care to clearly state telephone numbers and email addresses. We will use these details should we need to contact you during the application process therefore you should regularly check your email account, including the ‘junk’ folder in case our correspondence is automatically re-directed there. 
Applicants should be aware that the Scottish Police Credit Union will not amend the arranged recruitment process in the event of correspondence being sent automatically to your ‘junk’ mailbox. Saving our email address as a contact in your email account can assist with this issue.
If your personal details change during the recruitment process, please ensure you advise us of the amendment(s) as this could impact on your application should you be progressed to the later stages of the selection process.
Section 3 - Driving Licence
You need only complete this section if a driving licence is outlined as essential criteria for the post you are applying for; otherwise there is no requirement for you to complete this section. Where a driving licence is listed as essential, this requirement will be included as part of the shortlisting criteria. 
Should you be invited to interview for a post where a driving licence is required you will be asked to bring your driving licence and a DVLA check code for verification purposes.



Section 4 – Residency and Eligibility to work in the UK
We are legally required to ensure you are eligible to work in the UK and therefore the Scottish Police Credit Union.
Residency
All Scottish Police Credit Union employees are Police Vetted before commencing employment with the company and for the purposes of vetting you must have resided in the UK for a minimum period of 3 years.

The calculation of this period refers to the period immediately before an application is made, and not any other 3 year period, or any other accumulation of time spent in the UK.

Eligibility to work in the UK

In accordance with the Immigration, Asylum and Nationality Act 2006, any successful candidate must be able to demonstrate their eligibility to undertake employment in the UK. 

· Consequently, you will be required to provide one of the following documents (originals) should you be invited to attend for an interview:

· A passport showing the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the UK and Colonies having the right of abode in the UK. 

· A passport or national identity card showing the holder, or a person named in the passport as the child of the holder, is a national of a European Economic Area country or Switzerland.

· A Registration Certificate or Document Certifying Permanent Residence issued by the Home Office to a national of a European Economic Area country or Switzerland.

· A Permanent Residence Card issued by the Home Office to the family member of a national of a European Economic Area country or Switzerland.

· A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder indicating that the person named is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK 

· A current passport endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK.

· A current Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the named person is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.

· A birth or adoption certificate issued in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.

· A birth(short or long) or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.

· A certificate of registration or naturalization as a British citizen, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.

Section 5 - Education
You should provide all educational or occupational qualifications and attainment you hold. Where the post includes a minimum level of educational or occupational attainment specified within the job description you must ensure these are recorded here. 
You should also include details of any study that you are currently undertaking, including the anticipated completion dates and the level of qualification. 
If you are invited for interview, you will be required to provide original certificates of any educational or occupational qualifications essential for the post.

Section 6 – Training and Development
Please provide details of any apprenticeships, training or job related courses etc. that you have undertaken that you think are relevant and appropriate for the post applied for.

Section 7 – Membership of Professional Bodies
Please provide details of any professional body you are currently a member of. You may be requested to provide proof of your membership if invited for interview.

Section 8 – All Previous Employment Details
The first part requires you to tell us about your current or most recent employment including a brief summary of your main duties and responsibilities.
The second part is where you are required to provide your full employment history in chronological order, with the most recent first. Include dates, position held, reason for leaving and the employer name, address and postcode where ever possible. Please also provide dates and reasons for any gaps in your employment.

Section 9 – Evidence in Support of Application
This section is where you should demonstrate and evidence relevant experience, transferable skills, knowledge, abilities and personal qualities that you have gained through education, training, employment and / or volunteering.
You will need to explain, in your own words that you have experience of putting into use the particular skills, knowledge, abilities and personal qualities that are needed for the post for which you are applying.
If there is insufficient space for you to fully answer the question, please attach a continuation sheet to your submission. You must clearly mark which section(s) that the additional information applies to.



Section 10 – References
You are required to provide details of two referees from your employment history, one of which must be your current employer. If you are not working you should provide the details for your most recent employer instead.
Regulatory requirements necessitate us to seek Regulatory References from any financial institutions a successful applicant has worked for in the previous 6 years. If you currently work for or have worked for a financial institution in the previous 6 years you must provide their details as a referee.
Where you are applying direct from education and have no employment history you should provide a referee from the relevant institution.  Character / personal references will only be accepted where you have not been employed or where you are self-employed for more than 5 years.
Referees will not be contacted until after vetting clearance has been satisfied for the preferred candidate identified at the interview stage. The Scottish Police Credit Union reserves the right to contact any previous employers not specifically provided in Section 10, if there is reason for doing so. 

Section 11 – Declaration
This section must be completed by you to confirm that the information given throughout the application form is true and complete to the best of your knowledge and belief. 
If you provide any false information or omit relevant information, this may result in disqualification from the selection process, withdrawal of any offer of employment or disciplinary action being taken, including dismissal.
The emailing or sending of this application to the Scottish Police Credit Union, will be deemed to confirm your acceptance of the terms of this declaration.
You should ensure you have signed the application before posting. Where you have returned the application by email and you have been invited for interview you will be asked to sign a printed copy of your application at this time.

Further Information
Applicants with further queries regarding completion or submission of their application form should call 0141 771 1314.
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