includeME

in North-East Fife

a citizen advocacy organisation

GUIDANCE NOTES FOR APPLICANTS

General

Please complete all sections of the application form and return it to Silv Ingram, Chair of includeME, Tom Rodger’s Mill, East Burnside, Cupar, Fife KY15 4DQ or contact@includeme.org.uk.  As the form will be photocopied, please complete it in black ink, have it typewritten or download it from our website.

If requested to attend for interview, you will be asked to complete a Medical Questionnaire, provide details of any criminal convictions you have, to bring evidence of any relevant qualifications gained, proof of identity and proof of your immigration and nationality status with you to the interview for checking.

includeME is working towards Equal Opportunities.  This means that in the provision of services and employment of staff to provide these services, we will seek to ensure equality of treatment for all persons regardless of ethnicity, gender, age, marital status, ability, religion, sexual orientation or economic status.  Applications are welcome from all minority groups.

If you need more room, please make sure that further continuation sheets are marked with your name and the position applied for on each page and that these are securely attached to your application form.

Should you have any queries relating to the completion of this form, please contact Silv Ingram, Chair of includeME on 01334 656242, or come along to our Open Evening on Thursday 26th August from 7-9pm at The Old Parish Church Centre, corner of Kirk Wynd and Short Lane, Cupar KY15 5EQ.

Curriculum Vitae 

Please note that in order to achieve consistency in the selection process and to aid the comparison of applicants in an objective way, no applications will be accepted for short-listing unless they are made on the standard application form.

Completing the Application Form

Personal Details

This first page of the form asks for sufficient personal details to allow us to contact you by letter or phone if we require you to attend an interview. By only having minimal details, we reduce ways in which people may be discriminated against in the selection process.  For example, if you sign the form as K Smith, we have no way of telling whether you are male or female. However, pages 1 and 8 will be detached from the others in order to preserve your anonymity.

Relevant Experience

Please start by giving us details of your present or most recent job.  Give the name and address of employer, a brief description of responsibilities and reasons for wanting to leave.

This section also asks you to tell us about other previous employment and other experience you may have gained in an unpaid capacity. It is important that you describe your own work, as it is you we are interested in, not the team or section which you work in.

You can use this section or the section ‘Supporting Statement’ to tell us about any unpaid, voluntary work, or other experiences you may have had.  We are very interested in any relevant skills and knowledge you may have developed outside the workplace.

Education Qualifications and Training

These sections ask you to tell us about your education, qualifications and training, particularly those that are relevant to the job.  You should tell us about anything that might be relevant, whether or not it led to a formal qualification.  Where the information for a job indicates that a particular qualification is relevant we will need to see the certificate of the qualification or training before a job offer can be confirmed.

Statement in Support of Your Application

This is the section that allows you to make your case for getting the job.  It gives you the opportunity to demonstrate why you would be best for the job.

You should take your time whilst answering this section, including only relevant information.  It is important that you do not just repeat your employment history.

In this section, we want you to tell us what makes you the best applicant for the job.  You may want to include:

· Skills and abilities which you can contribute

· Examples of responsibilities, or important duties

· Valuable skills or experience from your day to day life

· Personal skills

· Training

· Unpaid or voluntary work experiences

· Placement experiences

· Leisure interests

The information should be written in a well organised, concise way and should cover the requirements set out in the person profile giving examples of things you have done which meet the requirements.

Eligibility to Work in the United Kingdom

If you are the successful candidate, before we can confirm any job offer, we are legally required to get evidence that proves you are eligible to work in this country.  If you are invited to interview you will be given a fuller explanation of the act that covers this and information about the documents we can accept as evidence of your eligibility to work in this country.  Examples of documents that you can provide as evidence are your National Insurance Card or birth certificate.

References

We ask you to give us the names and full addresses of two referees.  References are normally taken up only if you are offered the post.

An appropriate referee would be:

· Your present or most recent employer

· If you have been out of employment due to further education, we need a reference from a college/university lecturer.

· If you have never been employed, or have been out of employment for a long time, you should give the name of a responsible person, but not a relative, who can tell us about you.

Referees will be provided with a copy of the job description and person specification for the vacancy.  If there are concerns about any reference, the referee will be contacted to discuss this.

Criminal Convictions

This post is exempt under the Rehabilitation of Offenders Act so it will be necessary for you to complete an Enhanced Disclosure form. If you are selected for interview you will be sent an Enhanced Disclosure form which you must complete, together with a declaration stating any criminal convictions you may have.  Bring them with you to your interview in sealed envelopes.  We will only open the envelopes and send the form to be CRBS checked if you are the successful candidate at interview.  We will only take into account criminal offences we think are relevant to the post for which you have applied.

Additional Information for Applicants with Disabilities

The Disability Discrimination Act 1995 makes it illegal for employers to discriminate against people with disabilities when you are applying for a job, or are in employment.

This includes:

Application forms


Promotion or training opportunities

Interview arrangements
Work related benefits

Proficiency tests


Dismissal or redundancy

Terms of employment

Job orders

The act defines a disabled person as someone with a physical or mental impairment that results in a long-term adverse effect on that person's ability to carry out normal day to day activities.  As we are committed to our Equality Opportunities Policy, we are happy to make reasonable adjustments with:

· Application forms - if you let us know in plenty of time, we will be happy to supply you with a copy of the form on a tape or in large print.

· Attending interviews - if you require assistance to either attend the interview or during the interview, e.g., an interpreter, signer or wheelchair access, please contact us to discuss arrangements for your requirements.

· Selection - if you are considered the best applicant, then we will investigate which reasonable adjustments can be made.

If you have any special requirements, or would like to discuss a disability issue, please do not hesitate to contact includeME.

Set tasks

You will be asked to address a set question at some point during the interview process.  
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