How to Apply

Completing the application form – guidance notes

Please read these notes carefully before completing your Application Form.  This is important as it provides the only information we use to assess your suitability for the job and our decision whether or not to progress your application.

General points 

· Be sure to fill in the post title and reference number, as our recruitment teams process a large number of vacancies and this ensures that you are to be considered for the right post.

Employment History

· The form asks you to give details of previous jobs held, and account for any gaps in your employment record.

· Alternatively, some people will have developed relevant skills through part-time or voluntary work.  If you include any voluntary work, list the name and address of the group(s) involved.

Reason for your application
· This section gives you the opportunity to demonstrate why you are suitable for the post.  Before completing it, refer to the job description and specification for the job. 

· The job description outlines the main duties of the post and the person specification contains a description of the skills and experience necessary to carry out these tasks.

· Here it is essential to relate your experience to the information given in both these documents by giving specific examples.  For example, telling us what you did in your job rather than what the team did and how you demonstrated a particular skill, rather than simply saying that you have it.  

· You may wish to draw on skills developed outside of work, whether home-based or social/community activities.  

References

· We recognise that you may not wish us to approach your current employer before a conditional offer is made and will not do so unless you have indicated that we may.

· References must cover the last 5 years of your employment (up to a maximum of four) and include one from your current line manager 
· If you are unemployed, include your last employer, and if you have worked in a voluntary or unpaid capacity 

Criminal convictions

· If the post is exempt from the Rehabilitation of Offenders legislation, you must still declare any cautions, convictions or reprimands on a separate page and tell us if there are proceedings outstanding against you.

· If the post is not exempt from the provisions of the legislation, but you have an “unspent” caution, conviction or reprimand, you should also declare this on a separate page.

· Having a criminal record does not automatically prevent you from being considered for a job, as we will take into account all the necessary details and their relevance to the job.  If you are short-listed, this will be discussed with you at the interview.

Disability

· Please ensure you complete the disability question on the application form.

Returning the form

· To the HR Retail Department by the closing date. If you require any further advice on any of the above, please phone, (the contact details are given with each vacancy at the top of the application form)
