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How to complete the application form

We want to make sure that we make good recruitment choices and we need all applicants to include only the relevant information on the application form.  The shortlisting panel uses your application form to decide whether to interview you, based upon the criteria in the person specification.

The person specification lists those qualities which are essential to undertake the job.  It is very important that you tailor your application to show you possess these qualities and are capable of carrying out the duties of the job listed in the job description.

The application form is designed to help you to provide specific information to the shortlisting panel.  They will not make assumptions about you, they will only look at and decide upon the information you have provided about yourself.  Also, please avoid putting in any information that is not relevant to the job vacancy.

It is up to you to sell yourself and to make sure you outline what you have to offer and how you are going to do it.  Make sure you answer all the questions and provide concise information relating to the criteria outlined in the person specification.  Ensure that your referees are aware that you are applying for a job and that they are happy to provide information about you.

The following checklist will help you to complete the form:

· Read through the application form and the supporting documentation.  Draft out your answers as this helps you ensure that they fit the space provided and you have covered everything you want to say.  Using the layout of the person specification is very helpful.

· Please follow the instructions on each section and ensure your answers are legible.  It also helps us to understand how you respond to instructions.

· Read through the job description and person specification.  Note the responsibilities and essential criteria for the vacancy.  In your reply you must include those areas identified in the person specification that you have the necessary skills, experience or knowledge of.

· It is vital you include everything relevant to the vacancy in your answer - if you do not include experience in a specific area essential to the post, the shortlisting panel may not select you for an interview.

· Be concise in your final reply.  Your interview will expand on these areas, you need to provide enough information to highlight your competence in the criteria we have identified.

· Do not make reference to your personal circumstances, such as your age, gender or ethnicity.  We remove the Personal Information sheet before shortlisting to ensure our process is free from discrimination and we need you to help us achieve this.

· Make sure you complete all areas required.  Ensure you complete the Personal Information sheet, which is used for monitoring purposes and sign the form to confirm that the information you have provided is accurate.

· You may attach additional sheets, there is a limit for each section and you will find details about this on the application form.  If you do add sheets, you must identify which section this is with reference to and attach it securely.  If you exceed the limit of pages the panel will not consider them.
· Make sure you return your form to us on time - we cannot consider applications that arrive after the closing date.

· If we mention an interview date in the advertisement - keep it free.  We cannot promise to re-arrange.

If you need any further assistance or advice in completing the form, we recommend that you contact one of the organisations listed below who will be happy to help.

Women’s Work – Contact Tel. No: 01332 341633

Job, Education & Training (JET) - Contact Tel. No: 01332 298553

Derwent Stepping Stones – Contact Tel. No: 01332 372245 

If you need the form in a different format such as large print, please let us know and we will try and provide this for you.
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