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GUIDANCE NOTES

We encourage you to do the following when completing your form:

· Please ensure you complete all sections of the form.  CVs will not be accepted as an alternative to a completed application form. This ensures that we receive the same type of information from all applicants and that you address directly the selection criteria in your application.  You may, if you wish attach your CV as supplementary information.
· If you are unable to fit all your details in the space provided, you are welcome to attach up to a maximum of 4 sides of A4 of additional information. 
· The section entitled “Describe experiences and skills relevant to the post” is the most important part of your application and should be used to tell us how you think you meet each of the criteria listed in the Person Specification. You should pick out specific examples from your past experience which clearly demonstrate that you possess the particular skills, knowledge or experience required in the Person Specification. It is not sufficient to merely state that you possess the skills or that you feel you can do the job. It is important that you provide as much relevant information as possible. Decisions about short listing will be based solely on the information you provide on your application form; we cannot make assumptions about your skills and abilities.

SHORTLISTING AND INTERVIEWS
After the closing date, applications are normally short listed by at least two people and an assessment made on how each applicant’s skills, knowledge, and experience relate to the Person Specification for the post. Applicants who appear to meet these requirements the closest will be invited for interview.

Due to the large number of applications we receive we are unable to offer individual feedback to candidates who are not short listed. Only short listed candidates will be notified.

The interview panel is normally made up of 2-3 people. The purpose of the interview is to allow us to ask questions to expand on the information you have provided on your application form so that we can make a judgement on the extent to which you meet, or exceed, the selection criteria for the post. To do this objectively and fairly, all candidates will be asked the same set of questions aimed to test the selection criteria. In order to provide us with as much information as possible about each candidate’s abilities we may ask you to carry out a job related selection exercise, which may involve a practical exercise. You may be asked to prepare this beforehand, in which case you will be sent details prior to the interview date, or to carry out the exercise on the day of the interview.

The panel will keep a record of their assessment of each candidate so that their reasons for their decision are clear and justifiable (these can be made available on written request). Candidates will be informed of the outcome of their interview as soon as possible after the interview. Occasionally, if panel members feel that they need to obtain further information before making a final decision about the appointment, you may be asked to attend a second interview.
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