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GUIDANCE NOTES FOR CANDIDATES

APPLICATION FORM
	Please read these guidance notes before completing application form


	Our application form is divided into three separate sections;

Part 1 Personal Information,                                   (Yellow Colour Banding)              Page 1 and 2
Part 2 Relevant Experience and Qualifications      ( Blue Colour Banded)                 Page 3 and 4
Part 3 Equal Opportunities monitoring form           (Red Colour Banded)                   Page 5          

When your application is assessed you will be selected on the basis of your relevant experience and qualifications (Part 2 only).

The Personal Information (Part 1) and Equal Opportunities Monitoring Form (Part 3) will be detached and will be held by our HR Team for information and monitoring purposes only.  These sections will not be seen by the short listing panel.

Please note that we are keen to encourage candidates to minimise age/date information, but in some roles we may be required by law to request specific information.




Completing your Application Form

	Personal Information - Part 1
Please complete name, address and contact details.  You should also indicate your preferred method of contact for us to use.

If you need a driving licence it will say so in the job advert.  If so, please indicate the type of driving licence you hold.

If you require any adjustments to be made in the event that you are invited for interview, please outline them in this section (for example if you require wheelchair access).

You should provide the name and details of two referees, one of whom should preferably be your current or most recent employer.  We will only make contact with your referees with your express permission.




	Relevant Experience and Qualifications – Part 2
You should provide details of your employment history, starting with your current or most recent employer, in completing this section, think about voluntary or unpaid work that you may have undertaken.  Note your role and key achievements/responsibilities.  We will need this information to ensure you have the work experience (if necessary) for this job.

In the final column you should note your reason for leaving.

You should give full details of all educational, technical and professional qualifications, with attainment levels and subject areas clearly defined.  We will need this information to ensure you have the qualifications (if necessary) for this job.

Please give full details of personal development that you have undertaken.  This could be formal courses you may have attended, any forms of mentoring or coaching you have taken part in, membership of associations or professional groups.  Think carefully about how you have developed your skills throughout your career and note any thing you feel relevant in this section.

Should you wish to provide more information than there is space available, please continue onto additional sheets and attach ensuring that it is clearly marked with “Part 2 Continued” at the top.



	Equal Opportunities Monitoring - Part 3
Innserve is committed to equal opportunities and diversity to ensure we received applications from all sections of society we ask applicants to complete an equal opportunities monitoring form.  

You may choose not to complete this form, or not to answer specific questions.

All information provided is treated in the strictest confidence.




Please also read Innserve’s Recruitment Privacy Policy, which can be found on our website www.Innserveltd.co.uk

	For further information about the Innserve Recruitment process, please contact the Innserve HR Department.
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