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GUIDANCE NOTES

On completing the application form

You are advised to read the following notes carefully as the decision to shortlist you for interview will be based on the information you provide in the form.  This advice is designed to help you complete  the application form as effectively as possible.

Equal Opportunities

Age UK Redbridge, Barking and Havering is committed to ensuring equality of opportunity for all job applicants.  People from minority ethnic groups and people with disabilities are currently under-represented in our organisation and we positively encourage applications from these groups.

Examine the job pack
All Age UK Redbridge, Barking and Havering job packs contain a job description, person specification and information about our organisation.  Read all of this very carefully before completing your application.

Analyse your experience
Ask yourself why you are interested in the job?  Would it be a promotion or a good career move sideways to broaden your experience?

Analyse the person specification - what evidence can you provide to demonstrate that you have the necessary skills, knowledge and experience to meet each item in the person specification?

Consider any experience you have acquired outside work, such as community, voluntary or leisure interests.

Presentation
· Make sure you read the form fully before writing anything

· Use a black pen or type your application form to aid photocopying

· Read the completed form and check for errors, e.g. spelling

· Have you answered every question?

· Have you signed it?

· Keep a copy of the form for reference

Completing the form

Factual Information.  Complete the factual parts of the form first, such as name, address etc.

Education.  The holding of an educational qualification will only influence shortlisting where this is specifically recorded as an essential criterion.  It is important that you include any training that has not led to any qualification/accreditation.

Employment History.  Write here the names and addresses of present and past employers.  Remember to list any community or voluntary work you have done - this can be as relevant as paid work experience.

References.  If you have been employed, one referee must be your present or your last employer.  If not, think of someone who can say something useful and relevant about you.  Referees cannot be related to you or live with you.  If you are known by a different name by a referee, make sure you include this on the form.

Experience and Skills
This is where you make your case for the job.  Make sure that you fill in this section; if you do not, we will be unable to assess your application against the person specification.

Do not merely repeat your career history but pick out your skills, knowledge and experience  required by each aspect of the person specification and provide evidence that you possess them.

You should use separate headings for each requirement of the person specification.

Mention any relevant experience you have acquired outside work, such as community, voluntary  or leisure interests.

Above all, gear your application to this specific job.

