GUIDANCE NOTES FOR COMPLETING YOUR JOB APPLICATION FORM

1. It is our intention to appoint the best candidate for every vacancy and to enable us to do this fairly, all applicants should provide relevant information about themselves. This information should relate directly to the responsibilities of the job for which you are applying, which are listed in the job description you have received.

2. The following general points should be complied with:

a) Read the job description carefully and ensure that your application takes full account

b) of these.

c) Complete all sections.

d) Include your name and address on the contact sheet. Do not include your name or

e) address on the application form which will be referenced for this purpose.

f) Only include relevant information.

g) Do not enclose a CV.

h) Do not enclose a covering letter.

3. The following relates to the completion of specific sections of the form:

EMPLOYMENT HISTORY

For each job state the name of your employer, outline your main responsibilities and the give the length of your employment. Bear in mind the need for relevance to the job for which you are applying.

INFORMATION IN SUPPORT OF APPLICATION

Please demonstrate in this section how your experience and abilities relate to the skills and experience that we consider necessary to carry out the duties of the job (as detailed in job description.)

REFERENCES

References may be sought as part of the selection process: that is, before or after interview and prior to any offer of employment being made. Please include one referee whom you would wish us to contact at that stage; your employer will be contacted only if you are likely to be offered the post.

4. Internal Applicants

Internal applicants will apply in the same way as external applicants i.e. by completion and return of the standard application form. It is not acceptable to request that a copy of the last such form on your file be submitted by way of application. In addition, one of the referees provided must be from an external source.

Please return your completed Application Form for Employment along with the supplementary Contact Sheet and Private and Confidential forms to the address below.
Email: celine@greigmelvillehr.co.uk (preferred method of application) Post to: Greig Melville HR, 4 Hope Street, Falkirk, FK1 5AT
For further information tel: 01324 628676
Thank you for applying for this vacancy. If you have not heard anything within one month of the closing date, please assume you were unsuccessful on this occasion. Due to the anticipated volume of applications we do not have the resources to reply to all applicants on an individual basis but appreciate your interest in working with SWT.
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APPLICATION FOR EMPLOYMENT

Application No _______________ (for SWT office use)
Declaration:  the information contained in this form will be used for the purpose of recruitment and selection only.   It will be retained and destroyed six months after the closing date.
If you do not wish your information to be kept on file for six months please tick this box.

If you are the successful candidate this information will form part of your employment record.

If it is discovered that you have given any information which you know to be false, or withhold any relevant information your application may be rejected or any subsequent employment terminated.

I confirm that the information contained in this application is correct.

Signed: 








 Date: 

Both manual and electronic signatures are acceptable.
CONTACT DETAILS

Title:

Surname:
Forenames: 

Address:
Day time phone:
Evening phone:
E-Mail address:


Equal opportunities monitoring form:

The Scottish Wildlife Trust is committed to a policy of equal opportunities for its staff, volunteers, trainees and trustees.  In order to monitor the operation of this policy it is necessary to collect information on certain elements of the protected characteristics below. 

The data we collect forms a confidential statistical record used solely for the purpose of assessing the effectiveness of the policy.

The information you provide is not made available to any selector of interview candidates.  All candidates are judged by ability and suitability for the post.
	1. Sex

	
	I am female


	
	I am male

I prefer not to say


	

	2. Age


I am in the age-band below

Under 18             18-25                 26-35                36-45              



46-55                   56-65                 65+                   I prefer not to say  


	3. Ethnic Group

	I am 
	White-European
	
	Pakistani
	

	
	White-Other
	
	Bangladeshi
	

	
	Black-African
	
	Chinese
	

	
	Black-Caribbean
	
	Other
	

	
	Black-Other
	
	
	

	
	Indian
	
	I prefer not to say
	

	

	

	
	
	
	
	

	
	
	
	
	







APPLICATION FORM
Application No _______________ (for SWT office use)
Post Applied For: __________________________________________________
	PERSONAL DETAILS

Do you hold a full, current UK Driving Licence                                 Yes/No

Have you held it for more than 2 years



Yes/No

Are you eligible to work in the UK



Yes/No

Salary expectations
___________________

Notice Period

___________________



	Where did you learn of this vacancy i.e. specific website/newspaper/word of mouth etc?

……………………………………………………………………………………………………………….


EDUCATION/QUALIFICATIONS RELEVANT TO THIS POST

	Subject
	Level of Qualification

	
	


PROFESSIONAL QUALIFICATIONS
	Subject
	Level of Qualification

	
	


COURSES/SPECIALISED TRAINING ATTENDED

	Subject
	Level of training

	
	


EMPLOYMENT HISTORY

Details of all positions held, including voluntary positions starting with your current or most recent employer (continue on separate sheet if necessary).

	Employer’s name & address
	Position/achievements, responsibilities, status e.g. full-time, temp or voluntary
	Length of employment, reasons for leaving and 

final salary

	
	
	


COMPUTER SKILLS
	Please list all computer software/systems experience and describe level of skill/knowledge


	INFORMATION IN SUPPORT OF YOUR APPLICATION

With specific reference to the job description enclosed, please supply further information, experience and achievements relating to the position and state what attracts you to this post. (continue on separate sheet if necessary)




PREVIOUS POSITIONS APPLIED FOR WITH THE TRUST AND INTERVIEWS ATTENDED (IF APPLICABLE)
	


REFERENCES

Please provide the names and addresses of two persons willing to act as referees on your behalf, one of whom should be your present or last employer.  You should be aware that references may be sought as part of the selection process (i.e. before any offer of employment is made) therefore please include and indicate which referee you would wish us to contact at that stage.  If your application is internal, please provide one referee who is not an employee of SWT.

	Name
	Contact details:

Address, email and telephone number
	Capacity and time period in which he/she has known you

	
	
	

	
	
	


please return by email to celine@greigmelvillehr.co.uk; or by post to:

Greig Melville HR
4 Hope Street

Falkirk

FK1 5AT

Criminal Record:  Ex offenders will be considered solely on their merits and suitability for the specific role.  Suitability includes the requirement of legislation, where relevant to the role and the offence.





Please give details below of any unspent convictions and cautions in accordance with the Rehabilitation of Offenders Act Order 1975 (Northern Ireland) 1979.





If not applicable please mark N/A below.
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