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Please read these guidance notes carefully.
When you apply for a job with Six Town Housing selection for interview is based upon the information you provide on the application form. With your application form you will have received: 

A Job Description - this gives you details about the job. It lists all the main tasks and duties which the post-holder will be required to carry out. 

A Person Specification - this tells you what qualifications, skills, knowledge and experience you must have to be able to do the job. These are listed as essential and desirable criteria. In order to be invited for interview you must be able to show that you meet all the essential criteria and ideally all the desirable criteria. However, if you do not meet some or all of the desirable criteria you may still be invited for interview. 
Access to the Job Description and Person Specification for Disabled People The job description and person specification can be made available in large print, braille, audio tape or on computer disk for people with a visual impairment or other disability. 

SOME POINTS TO BEAR IN MIND BEFORE YOU START
• Look carefully at the job description, person specification and application form. Ask yourself why you are interested in the job and what qualifications, skills, knowledge and experience you have which would help you to do the job. Do not copy the same application for a series of jobs. 

• Make sure your application relates to the requirements of the job description and person specification.

• Please use the application form provided, continuing on separate pages if necessary (NB a maximum of two pages of A4 as detailed on the application form is allowed in section B7). A CV (curriculum vitae) will NOT be considered in addition to the completed application form. Please use a minimum of 11 pt type font.
• When completed, read through your application form carefully and check that each section has been filled in.  We ask that you do not to put your name on the document in any other place other than where it is asked for.  Do not for example put your name in  header/footer.  
• Sign and date your form and make sure that it is sent in online only in plenty of time to arrive before the closing date.  In some cases we specify a particular time as well.  We do not accept applications submitted after the closing date and time where specified.
COMPLETING YOUR APPLICATION FORM
The application form is in two parts – Section A and Section B 

Section A 

In this section we ask for your personal details, such as your name, date of birth and any other information from which a short listing panel may identify you. Section A also asks you to provide information which will help us to monitor and improve our access to employment for people with protected characteristics. Section A of the form will be detached and kept separately early on in the recruitment procedure. This means that the short listing panel will only have access to the information contained in Section B. 
Section B 
This Section asks for the information we need to consider when we draw up a shortlist based on the person specification. 
Section A

Personal Details: 
Make sure that your full name, address, preferred title, date of birth and home and work telephone numbers are legibly written. 
References:
You should give the name, address and designation of 2 referees, one of which must be your current employer (or most recent employer if you are unemployed). The choice of your second referee is at your discretion, but should not be from a relative or partner, or a Board member of Six Town Housing. 
If you have not been employed before, you should give the name of a teacher or lecturer who knows you well enough to comment on your ability to do the job. If you have no previous experience, have recently entered the country, or the company you worked for has closed down, references from a non-employer (e.g. your doctor, your solicitor, your former-teacher) may be acceptable. 

Equal Opportunities Monitoring:
Remember to complete this part of the form as it helps us to find out whether our equal opportunities policy is effective with regard to recruitment.

Every job applicant’s suitability for a job will be judged on the basis of their skills, knowledge, experience and/or qualifications. 

Section B

Post Details 

Please copy the relevant information detailed in “Section A – 1. Post Details”. 

Present Employment 

If you are currently employed give details of your present job. If you are not currently working leave this section blank. 

Previous Employment 
Starting with your most recent previous employer, list all the employers you have worked for. Give the dates you worked for them and their name and address. Write down your job title and, for more recent posts, your grade and salary. Check that dates are correct and in order. 

Education 

Give a list of all your qualifications including grade/level achieved, starting with those you obtained most recently. Make sure you include everything, except professional qualifications (those that require you to be a member of a professional body). We need this information to assess whether you fulfill the essential qualifications for the vacancy. If you have overseas qualifications you will need to provide evidence to show that they are equivalent to any qualification required. If you need help with this you can contact the UKNARIC telephone number 01242 260010. 

Professional Qualifications 

If the vacancy requires a professional qualification as essential criteria, you will need to list your membership body, type of membership, title of qualification and the date it was awarded here. Alternatively, if you have any professional qualifications that you feel are relevant to the vacancy although they may not be an essential or desirable requirement for the post, please list them here. 

Other Training 

Detail here any other training you have undertaken which may be relevant to the post (e.g. First Aid at Work Training, Assertiveness Course, employer training) along with the dates the training was carried out. 

Relevant Skills, Knowledge and Experience 

This is the most important part of your application. Do not repeat your whole career history. Try and match your relevant skills, knowledge and experience to the essential and/or desirable requirements on the short-listing criteria contained within the person specification. 

As a guide it may be helpful to use the criteria on the person specification as headings. Under these headings you could outline the relevant skills, knowledge and experience you have obtained. It is not acceptable to just say you have done something; you must qualify this by giving details of how you did it and what was involved.
Please note you may only complete up to two additional pages of A4 size in this section.

INSPIRE Values Framework
This section asks you for information on how you meet our Values. The Values are central to our organisation and sets out our commitment to our customers and each other.  Using real examples from your own experience which may be from a work situation, your personal life or education please tell us how you meet our Values Framework.  NB we do not expect you to describe how you meet the values in the context of Six Town Housing if you have not worked here.
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