Guidance Notes for Completing the Application Form

PLEASE TAKE TIME TO READ THESE NOTES

It is our intention to appoint the most suitable candidate for every vacancy in accordance with our Equal Opportunities Policy. To do this fairly, we need all applicants to provide relevant information about themselves.  Please remember that we are not able to consider previous applications or personal knowledge of you. This means that if you already work for The Salvation Army either on a paid or voluntary basis, we will not take account of your personal file or refer to your manager. 

The information you provide in your application form is the only information we will use in deciding whether or not you will be short listed for an interview and it will be used as a basis for the interview itself. Your application form is therefore very important and the following advice is designed to help you complete it as effectively as possible.

Job Details

Full details of the post are enclosed.  Please read this information carefully so that you know what the job involves. Think about why you are interested in the job and how your skills, knowledge and experience might enable you to carry out these tasks.

Completing the Form

Please complete the relevant sections of the form.  You may find it helpful to do a rough draft first to avoid mistakes, repetitions etc. Ensure the information you give is well organised, legible and relevant.

Under Education and Qualifications, please list your most recent qualifications first.

Under Employment History, it is important that this covers the last ten years and that any gaps are explained in writing. 
The most useful part of the form is the Supporting Information. This should be used to tell us why you think you would be able to do this job. Draw particular attention to experience, skills, achievements and knowledge gained in past employment (including community/voluntary work, work in the home or leisure interests) or other activities relevant to the job.  Give examples of the work you have been involved in and write in a positive way (eg I was responsible for… I organised….). Always remember to specify your own responsibilities rather than those of your section, department or organisation.

The most important thing is to tell us – panels will not guess or make assumptions.

Curricula Vitae (ie narrative account of working life to date)

CVs will not be accepted. You must complete the application form in full so that we receive the same type of information from all applicants and so that you directly address the job description.

