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Guidelines for Applicants

An application form plays an important part in the selection process. Your completed form is the only basis for considering your initial suitability for the post. The following guidelines should help you to complete the application form as effectively as possible.

Remember, the golden rule is to make it as easy as possible for the harassed member of the short-listing panel to sift through the applications to identify you as a ‘must see’ for interview.  This means:

· always, always read the job description and person specification for the post thoroughly

· make your form legible: 

· complete the form in black ink.  If you can’t make it look the part by hand – get it typed

· present information on the form in a concise, well organised and positive way

remember, if we can’t read it, how are we going to know what a great asset you’d be

· ensure that you detail how you meet all of the criteria asked for. Only applicants meeting all of the essential criteria will be selected for interview in normal circumstances. If a high number of applicants meet all essential criteria then desirable criteria will be used as a means of selection. However, in the event of a low number of applicants sifting criteria will apply

· don’t just say you have the relevant experience – give examples, provide details of what you have done to demonstrate it

· be systematic – answer each and every criteria in the person and job specifications with concrete examples

· don’t exaggerate – remember, we will ask you about the examples you have given if you are selected for interview.  However, it is just as important not to under-sell yourself and to think creatively

· find ways to show you are a team player as well as examples where you have shown real initiative

· if you don’t have paid work experience in a particular area – is there anything you do as voluntary work or in your personal life that demonstrates you have the necessary skills?  Looking after children on your own? Juggling part-time work and a college course?  These could be examples of time management skills

· never say “refer to CV” on your application form.  CVs will not be accepted – always answer each section of the application form

· ask your referees in advance so they are prepared.  Make sure they are the most relevant to discussing your work or personal skills.  We will not accept referees who are family members, friends or work colleagues
· the section marked confidential asks you for personal details and Equal Opportunities Monitoring information.  It would assist us greatly if you would complete the monitoring form so that we can monitor the effectiveness of our Equal Opportunities Policy.  It will also help identify whether there are any particular minority needs within our workforce.  This section will be removed prior to shortlisting and held by Human Resources, and will be used purely for monitoring purposes.

Completing the application form

	Surname & initials: 
	Make sure that you only provide your surname and initials on page two of the form.  This is the section given to the short-listing panel.  Full details are required later in the form.

	Education and Professional Qualifications:
	Give a list of formal and informal qualifications and other professional achievements.  This information will be used to assess whether you have the qualifications required for the post (if relevant). Ensure that nothing important has been omitted.

	Present and Previous Employment:
	Starting with your current or last employer, list all the employers you have worked for.  Provide job title and the period you worked for them. This information may be used to assess whether you meet the required level of experience for the post. Check that the dates of employment are correct and in order and be prepared to explain at interview any gaps in your employment.

	Relevant Experience: (Knowledge, Skills & Experience)
	The next two sections are the most important parts of your application. It is your opportunity to make a case here for selection. Use only the relevant parts of your career history or personal experience.  In considering your experience, remember all your previous employment.  Consider other relevant experience outside work such as community / voluntary / leisure. Remember that unpaid work or work at home can be as valuable and valid as being in a paid job.  Be systematic and address each point of the person specification in order.

	Competencies
	In this section there is space for you to provide examples of how you can meet the personal qualities we are looking for (behavioural competencies).  Competencies are the personal attributes or underlining characteristics, which combined with technical or professional skills, enable the delivery of a job.  You should explain in your own words, how, when and where you have put the competencies identified in the job specification into practice.   

There are a number of example behavioural indicators which we believe best describe each competency area.  These are examples only.  You must use your own words to describe what you did, how you did it, why you did it and the affect this had to show how you can demonstrate this ‘behaviour’.  Giving examples of why and how you demonstrated the qualities in the past, shows that you have the potential to apply them in a new job in the future. 

Examples of those behaviours need not just come from work, but also from things you have done in your spare time with family or friends.  Examples can also be given from any voluntary work or education or training you may have completed.

	Equal Opportunities monitoring
	We are an equal opportunities employer and actively encourage applications from all members of society.  In choosing to answer this section, you will be helping us to monitor the effectiveness of our Equal Opportunities policy and also in assessing any particular minority needs within our workforce.  


Finally, check your application form to ensure that all questions have been answered and sign and date the form before returning/emailing.

Completed forms should be returned by the closing date in the advertisement.  Due to cost you will only hear from us if you have been short-listed for interview.  This is usually within two weeks of the closing date.

By submitting this application form via post or email you are making a declaration that the information you have given is correct and complete, and that non-compliance with this requirement for accuracy will be sufficient for terminating any employment agreements made.

Please post completed forms to:

Human Resources

Shelter Cymru

PO Box 5002

Cardiff

CF5 3YY

Or email: humanresources@sheltercymru.org.uk

Interviews
We can’t tell you the magic ingredient that will get you that job, but we can remind you of some of the basics!

· be smart and be prepared

· if you are unsure of the location the interview is going to be held, try and find it in advance of your interview day

· arrive early so you are not anxious about getting there on time

· if you have been asked to give a presentation, make sure you take copies to leave behind with the interview panel and that you have told us well in advance that you need: a laptop/ project/flipchart at the interview

· try to be relaxed and yourself

· make good eye contact and try to engage ALL the members of the panel

· listen to what you are being asked – and if you are unsure, don’t worry about asking to hear the question again

· be concise but be prepared to go into a little more detail about the points you have made in your application

· be prepared to clarify/explain any gaps in your employment

· find out about Shelter Cymru before you attend the interview – our website holds a wide range of informative data

· even if you don’t have every skill or quite as much experience as we may be looking for, if you think this is the job for you and you have enough experience to have something to offer – go for it.  Sometimes we can’t get everything we have asked for – and your enthusiasm might just tip the balance in your favour

· ask for constructive feedback if you don’t get the job.  If you got to the interview stage, then you are doing really well.  Feedback can help you modify your technique, apply for slightly different roles or make you feel really good about being considered a strong candidate among a very strong field.

Good luck in your application.
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