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AGE UK WEST SUSSEX, BRIGHTON AND HOVE (AWSBH)
GUIDANCE NOTES FOR APPLICANTS

PLEASE READ CAREFULLY BEFORE COMPLETING THE APPLICATION FORM

These guidance notes are designed to help you fill in our application form in as well-organised and concise a way as possible.  However you go about it, try to ensure you give exactly the information asked for under each section.

We cannot interview everyone who applies for a job and so we have to shortlist applicants.  Fill in your application form as well as you can because the information on the application form will be the only document we use to decide if we will interview you.  We do not accept curriculum vitae (CV’s). 
Please read all the information we send you before you begin to complete the form, especially the Job Description and Person Specification.  The Person Specification will contain our selection criteria for shortlisting and interviewing, so make sure you reflect all the points contained in them in your application. Look at past jobs, voluntary roles, being a home maker etc. and see if any skills/experience gained could be relevant to this application. You should provide evidence of your claims against the selection criteria wherever possible and remember… do state the obvious!

AWSBH’s Equality & Diversity Policy

AWSBH wishes to employ the best possible staff and therefore intends to offer equality of opportunity by ensuring that no person is disadvantaged or discriminated against in seeking employment.  Applicants will be considered on the basis of their suitability for the post only.
Completing the Application Form

All information you write is confidential.  Please type or write in black ink directly onto the form.  If you run out of space you may attach a continuation sheet.  Please note that your application will be the only document that will be considered by the shortlisting/interview panel.

Personal Details

AWSBH expects all candidates to support its Equality & Diversity statement.  Applicants are asked to complete the monitoring section at the end of the form.  This form is removed before the panel sees any application.  Please identify which post you are applying for.
Please also fill out the separate Criminal Convictions Disclosure form.

Education and Qualifications

Please start with the most recent education/academic qualification. Also include in the ‘specific training’ section any special skills training you have had even if it did not lead to qualifications.
Employment:

This section should include any temporary or part-time employment with full address of employment.  If you have had significant periods without paid employment, please let us know what you were doing during this time.

Why Do You Want The Post?

This is the most important section.  You should state why you would like this post and why you think you are a good candidate. Relate your skills, knowledge and experience to the criteria set out in the Person Specification and Job Description.  Take into consideration any paid or unpaid work and relevant voluntary or community work, leisure interests and relevant unpaid experience, including skills acquired in running a home/and or organising a family.  Give examples of your experience that indicate your ability to undertake this post.

References: 

AWSBH may seek written references before offering employment. Please tick the box on the form if this OK with you.  If this causes you concern you should not tick the box on the form and your referee(s) will not be approached before interview.  You will have an opportunity to state your concerns at interview.  No position will be confirmed until both references have been received and considered.  All references will be considered confidential to AWSBH.
Rehabilitation of Offenders Act :

AWSBH has a responsibility to ensure that no person working with vulnerable adults has been convicted of, or received a caution or bind-over in relation to, an offence of a nature which would make it undesirable that that person be allowed to work with vulnerable adults. 

AWSBH therefore requires all staff & volunteers who work with older people to undertake a Criminal Records Disclosure.  Our policy on the recruitment of ex-offenders is available, please email the address for return of applications for a copy Candidates are reminded that a criminal record is not necessarily a bar to obtaining a position in our organisation. 
Data Protection:

The application form, interview notes, any other assessments and  references obtained will be kept  for 3 months after the interview date if you are unsuccessful and will become part of your personnel  file if you are appointed. The data would be used for any formal employment processes. This very process may extend the time the data is kept. 

(E.g. ACAS mediation).  With your permission we would also use this data if you apply to us for another position within 3 months. 
Further Information:

Where appropriate, we have enclosed additional information about AWSBH with this application form.  You can also contact the person listed in the covering letter if you would like to discuss the job in more detail or if you have any queries.
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