Completing the application form

Completing the application
The application form must be filled in as fully as possible.  The application you complete will be the only information we will use when matching your skills, experience, knowledge and qualifications to the requirements established for the job.

We cannot make assumptions about your abilities and do not take into account previous applications or prior knowledge of you.  Below are a few points, which may be useful in assisting you to complete the application form:

• Please read the job description, employee specification and recruitment advertisement   

before you start.

• Complete all parts of the application form as fully as possible. Use additional sheets if   necessary.
• It may be relevant for some posts to list the experience and skills gained outside work through community, voluntary or leisure interest or homemaking.
• Make sure that you return your application form to us before the closing date. The envelope must be marked “Employment Application - Private and Confidential”.

Personal information
Your personal details at the back of the form are needed to enable us to contact you.  Write your name, address and a contact telephone number clearly.  You are also asked to complete other information, which will only be used for equal opportunities monitoring purposes.  These details will be detached from the main application form before shortlisting.
Relationships to officers and councillors
You must declare if you are in any way related or the partner of a councillor or officer of the Council.  If you are related to such a person, you must state if you are their parent, grandparent, partner, child, stepchild, adopted child, grandchild, brother, sister, uncle, aunt, nephew or niece.  This will not prevent you from being appointed.  You must not seek the support of a councillor for any appointment in the Council.  If you seek the support of a councillor, you will be disqualified from that appointment.
Where you saw this advertisement
We need this information to help with our recruitment monitoring.

Dates you are unable to attend
We will seek to accommodate a suitable date for candidates indicating their unavailability, however we can not guarantee being able to offer you an alternative date.
Disabilities
Disabled people will be offered an interview if they meet the essential requirements of the post.  An applicant with a disability should be able to carry out the duties and responsibilities of the post set out in the job description and meet the requirements of the post concerned “with reasonable adjustment” within the meaning of the Disability Discrimination Act 1995.  The Disability Discrimination Act 1995 also requires the employer to make any “reasonable adjustments” if an applicant is selected for interview.  The adjustments mean we have to provide practical assistance to disabled people for example, accessible venues, test materials in formats such as Braille and/or tape, rest periods during the interview process and a support worker for the interview.  If you require any help in completing your application form, such as large print copies of information, or tape or Braille information, please contact the Human Resources Section.
Education and training, courses undertaken, membership of professional bodies
We would like general information about your education in this section.  If you have a University degree it would be useful to list the subjects covered that a relevant to the post for which you are applying.  Where relevant, quote further education courses undertaken for example: - typing/computer literacy or NVQ qualifications.  Please also tell us about any relevant training courses you have attended.  If you are a member of a professional body, include this information as it reflects your level of knowledge or experience in that field.
Employment history

Provide information on your present employment.  If you are unemployed, then include the information on your last employment.  We would like a brief description of your duties and responsibilities.  Include your reason for leaving if applicable.  Employment prior to present employment should be listed with correct dates with the most recent employment first.  Where relevant you should also list any voluntary work you have done.  It is important not to undervalue unpaid work experience.

Additional supporting information
It is important to consider the job description and recruitment advertisement to enable you to know what the job involves and how your skills, experience, knowledge and qualifications can match this.  Emphasise the skills you have development that are relevant to the post for which you are applying.  Use additional sheets if necessary.
Declaration
Your application should be signed and dated.  Any information that may be false will disqualify you from appointment, or if appointed will render you liable to dismissal without notice.
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