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Grosvenor Nursery School and Day Care Centre
YOUR APPLICATION IS IMPORTANT TO US
Thank you for requesting details for a vacancy with us.

We have produced these guidance notes to help you with your application. 

You will have received :

· A Bolton LEA Application Form

· A Job Description

· A Person Specification
This information should help you decide if you want to apply for the job and it should help with your application.

The LEA application form is an official requirement and all sections should be completed.

The Job Description tells you details about the job you have applied for. It will describe the main purpose of the job and lists all the tasks and duties you will be expected to perform.
The  Person Specification is very important. It tells you what skills, knowledge and experience a person must have to be able to do the job. These requirements are listed as ‘essential’  and ‘desirable’. You must be able to show that you meet all the essential criteria but do not be deterred from applying if you do not meet all the desirable criteria.
Letter of Application

On the back of the LEA application form there is a section to complete entitled ‘Relevant Skills, Knowledge and Experience’, this is the most important part of your application and it should take the form of a ‘Letter of application’.

You can start your letter on the application form and then continue on to a separate sheet or better still you can write a completely separate letter and attach it to the application form.

Decisions on who to invite for interview are made by comparing what you tell us in your letter of application with what we have asked for in the Person Specification.

Make sure that in your application you clearly show how you meet each item on the Person Specification, because you can only be invited for interview if you show that you meet these requirements. You should back up your statements with examples of your past experience.

Please make sure that your application is returned in good time for the closing date, since forms received after the closing date cannot normally be considered.
It is hoped that you will find these guidance notes useful and your application will be successful.

Finally good luck with your application which we look forward to receiving.

Please return all completed application forms to:-

Marie Johnston Day Care Manager
Grosvenor Day Care,

Lord Street,

Kearsley,

Bolton.

BL4 8AR

Tel: 01204 332720 (Day Care)
