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Applicant Guidance Notes
Please read this information carefully before completing the application form

General Points

· All applicants must complete an application form. A CV will not be accepted in place of, or in addition to the form.

· Your application will be photocopied, it is therefore essential that your form is either typed or written clearly using black ink.
· The application form is the only basis on which we select who to interview. Only information on the form can be considered. No assumptions will be made about your skills and experience. Leaving out information may mean you will not be selected for interview.
· Before you complete the application form it is important to read the Job Description and Person Specification. The Job Description outlines the duties of the post and the Person Specification details the experience, skills and abilities required to perform these duties. The points on the Person Specification form the selection criteria that will be used to shortlist for the post.
· Ensure that your application form is returned by the closing date stated on the accompanying letter.

Eligibility to Work

· It is necessary to provide details of your eligibility to work in the UK before an offer of employment can be made.

· Work permits are normally required for citizen of countries outside the EC who do not have UK residency. If you require a work permit, please declare this on your application form, providing details of the type of permit you hold / are required to hold, and the expiry date of the permit (if applicable).

Education and Training

· Please provide details of your education, qualifications and training which will be used to establish whether you meet the qualification requirements of the post.

Employment History

· This will be used to establish whether or not you meet the experience required for the post. Please ensure all dates are correct and provide explanations for any significant gaps in employment.

Supporting statement

· Use this section to outline how you meet each of the requirements on the Person Specification. Give examples of your relevant skills, experience and qualifications to demonstrate that you can meet the criteria, do not simply state “I have experience of…”, but go on to give an example of that experience. Use language that is positive and active, for example “I planned / organised” etc. Use examples from both paid and voluntary work, and your life experiences. 

· You are advised to address the criteria on the Person Specification point by point showing how you meet all of the essential criteria and the desirable criteria, where appropriate.

· Your response must not exceed 2 sides of A4.

References

· If you are offered employment with Mind in Enfield will seek work-related references from the referees provided. 

· If you are applying for your first job after leaving education please supply the name of your school or college.

Before submitting your application

· Check through the application form for accuracy and to ensure that you have completed all the required sections.

· We would advise you to keep a copy of your completed application form.
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