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Applicant Guidance Notes

Why is it important to complete the application form correctly?

The application form plays a key role in determining whether you are invited for an interview. As the standard of applications is typically high, it is crucial to ensure that your form is accurately completed, giving you the best possible chance of success.

How can I ensure I complete the form correctly?

Begin by carefully reading all the information provided with the application form. Pay close attention to the Job Description, which outlines the main duties of the role, and the Person Specification, which details the required skills, experience, and qualifications. 

Please note that the Job Description may not include every task you might be required to undertake, but it will give you a solid understanding of the key responsibilities. The Person Specification will classify the necessary skills, qualifications, and experience as either essential or desirable.

Important: Do not submit a CV in place of the application form. The form is specifically designed to allow fair comparison between applicants. CVs often do not address the specific requirements of the role and may not showcase your suitability effectively.

What are the different sections of the application form?

· Personal Details: Provide your contact information so we can reach you.
· Present Employment: Give details about your current or most recent job.
· Previous Employment: Provide details of your previous jobs in reverse chronological order. Be sure to explain any gaps in employment, and continue on a separate sheet if needed.
· Education and Training: List all relevant education, training, and qualifications from secondary school onwards.
· Reasons for Applying and What You Have to Offer: This section is where you demonstrate why you are suited for the role. Use this opportunity to highlight how your skills and experience align with the Person Specification. Include relevant paid work, voluntary work, or experience gained at home.
· Ensure that you meet the essential criteria outlined in the Person Specification, as doing so will greatly improve your chances of being selected for an interview.
· Referees: Your first referee should be your current (or most recent) employer. The second referee could be a previous employer or someone who can vouch for your skills, such as a supervisor from voluntary work, school, or college. In some cases, a personal referee may be accepted.

Monitoring Form
Our organisation is committed to promoting equal opportunities for all. To assist with this, we collect monitoring information. This data will not be seen by anyone involved in the selection process and will only be used for monitoring purposes.

What happens next?
Your completed application form will be reviewed to determine if you meet the criteria for an interview. We will contact you to inform you of the outcome, whether you are invited for an interview or your application has been unsuccessful.
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