GRANTON INFORMATION CENTRE

GUIDELINES ON COMPLETING APPLICATION FORM

The information you provide in your application form is the only information we will use in deciding whether or not you will be short-listed for an interview.  Your application form is therefore very important and the following guidelines are designed to help you complete it as effectively as possible.

1. PERSONAL DETAILS

	Reference Number 

Please leave the reference number blank this will be inserted by the administrator.
	

	Name
	

	Address for correspondence
	

	Telephone (day/ evening)
	

	Email Address
	

	Dates you are not available for interview

Please let us know any dates you could not attend for interview. We will try to avoid any unsuitable dates if possible.
	


Post Applied for: _________________________________________________________
The Equality Act 2010
Do you consider that you have a disability:        Yes  /   No                  

If you are considered the best applicant then we will investigate any reasonable adjustments that can be made to enable you to attend an interview or take up employment.

	If you have answered yes, please give any information that may be relevant to your ability to carry out the job.



Number of day’s sick leave in the past 2 years?    ______


SECTIONS 2 - 5

Sections 2-5 provide the information on which we decide whether or not to invite you for interview. It is therefore important that you complete all sections fully.  You should read the accompanying job description and consider carefully whether your experience matches what we are looking for.

2. EDUCATION AND TRAINING

Certificates gained listing subjects and level of pass:
	Date
	Subject
	Level / Qualification

	
	
	


Please list any other training which you have completed, or are currently undertaking, which you consider may be relevant to this post.

	Date
	Course Provider
	Course

	
	
	



3.
EMPLOYMENT RECORD
a.
You should include details of your current or most recent employment in the table below.  


	Name and address of present or most recent employer
	

	Position Held
	

	Start Date
	

	Length of Service

If already left – why did you leave?
	

	Notice Period
	

	Current or most recent salary
	£



	Description of main duties and responsibilities:
	





b.
If you are not currently in paid employment, please describe what you are doing at present, e.g. voluntary work, caring, studying, etc. Please include details of any activities or interests that you believe demonstrate your suitability for this post.

4.
SKILLS AND GENERAL INFORMATION

Please tell us why you are applying for the post.  

This section is to give us very specific information. You must be able to show on this form and at interview if you are short-listed, that you can satisfy each aspect of the job description.  

Please note that it is not enough to merely repeat the wording on the job description: if it asks for “ability to” or “commitment to” you must demonstrate this with reference to your work, academic, professional, voluntary or personal experience.


Continue on a separate sheet if necessary

5.
PREVIOUS EXPERIENCE
This section should be used to tell us about relevant previous experience whether from paid or unpaid employment. (Most recent first).
	Dates employed
	Name & address of employer
	Job title and description of duties and responsibilities
	Reason for leaving
	Final salary

	
	
	
	
	


  If necessary please continue on a blank sheet

6.
REFERENCES

Please supply names, designation, addresses and telephone numbers of two referees. These should not include relatives or purely personal friends. One reference must be from your current or most recent employer.

First Reference

	Name
	

	Address
	

	Telephone/ Email address
	

	Occupation 
	

	Relationship with referee
	


Second Reference

	Name
	

	Address
	

	Telephone/ Email address
	

	Occupation 
	

	Relationship with referee
	


We will not consider references until after the interview process is completed. However, employment at Granton Information Centre will be subject to receipt of two satisfactory references and you will not be able to take up employment with us until we receive written references for you.  If for any reason, references do not check out satisfactorily, we will contact you. 

If you, or your referees, are unable to verify information which is relevant to your appointment then we may have to check it ourselves.


7.
DECLARATION

I certify that the information given on this form is correct to the best of my knowledge. I acknowledge that providing false or misleading information may render this application and any subsequent employment invalid and subject to summary termination. I consent to Granton Information Centre checking any information which I am unable to personally verify.

Signed:







Date: 

Please return, marked “Welfare Rights Adviser Application form” to:

FAO: Gail Milner

Granton Information Centre

134 – 138 West Granton Road 

EDINBURGH

EH5 1PE or send to 

email:info@gic.org.uk
Applications must be received by

5pm on Fri 2nd Dec 2022
CONFIDENTIAL

Application for Employment

Notes: 

Please complete all sections as fully as possible.
Please do not enclose Curriculum Vitae.

· Applicants will be required to produce proof of identity if granted an interview.

· Applicants will be required to produce proof of qualifications if granted an interview.

· The successful applicant may be required to undergo a Disclosure check.

If you are employed by Granton Information Centre we will retain the information provided on your application form and accompanying documents as part of your personnel file.  

If you are unsuccessful we will not retain your information, this information will be put through our confidential waste process within 4 weeks of the interview date. 

Your completed application form should be sent to:

FAO: Gail Milner
Granton Information Centre

134 – 138 West Granton Road 

EDINBURGH

EH5 1PE or send to 

email:info@gic.org.uk
Applications must be received by

5pm on Fri 2nd Dec 2022















