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Thank you for your interest in this job vacancy. You will find enclosed with these notes:

· Guidance Notes on completing Application Form

· Application Form
· Job Description
· Person Specification
· Equality & Diversity Statement 
Please look at the information in this pack carefully so that you know what the job involves and the range of expertise required.

The following advice is designed to help you complete your application form as well as possible.

Closing date for completed applications is:   Wednesday 16 October 2019
Shortlisted candidates will be informed by post as soon as possible after shortlisting has taken place.
If you have not heard from us within 2 weeks of the closing date, please assume that you have not been shortlisted on this occasion and accept our thanks for your interest. 

PLEASE RETURN COMPLETED APPLICATION FORMS TO:

Parenting 2000, Crosby Youth & Community Centre, 58 Coronation Road, Crosby, Liverpool, L23 5RQ
email: admin@parenting2000.org.uk
1.   CONSIDER WHAT YOU WANT TO SAY

Consider all the relevant experience you have gained when you complete your form.

Decisions about who will be selected for interview will be based on the information in your application form, compared against the person specification.

The following guidelines may help you:

· Look carefully at the job description and ask yourself why you are interested in the post.

· Think about your experience.

· How can you show that you have the skills, knowledge and experience to do the job? It is helpful if you substantiate your claims by highlighting specific examples.
· Try to describe activities that relate to skills identified in the person specification.

· Make sure your application relates to the job you are applying for. Do not copy the same one for a series of jobs.

· Describe all the work you have undertaken that is relevant to the post, whether paid or unpaid.

COMPLETING THE APPLICATION FORM

· All sections of the application form should be filled in as completely and as clearly as possible so that we can consider all candidates on the same basis.

· Check the completed form for accuracy.
Make sure you complete the form clearly in black ink.
2.  SHORTLISTING AND INTERVIEWS
After the closing date, the application forms are read carefully to see how each person’s skills and experience relate to those sought in the person specification.

The shortlist is then prepared based on this assessment.

The interview panel is normally made up of three or four people who ask each candidate the same questions designed to cover key aspects of the job.

The questions are designed to allow you to expand on your application and to show the panel how far you meet the essential requirements of the post.

At the end of the interview time is allowed for you to ask questions about the post, conditions of service etc.

The panel keep a record of their assessment of each candidate and will therefore be taking notes throughout the interview. This is so that the reasons for their selection are clear, consistent and justifiable.

3.  FEEDBACK FROM INTERVIEWS
If you wish to discuss why you were not successful at the interview, please contact the Chief Executive and it will be possible to arrange for you to receive feedback from a member of the interview panel.

UNFORTUNATELY, OWING TO THE NUMBERS INVOLVED, IT IS NOT POSSIBLE TO OFFER FEEDBACK TO APPLICANTS WHO HAVE NOT BEEN SHORTLISTED

4. COMPLAINTS

Parenting 2000 strives to ensure that every stage of the recruitment process is properly carried out and that every applicant is treated fairly and helpfully even if not appointed.

If you feel you have been treated unfairly, please write in the first instance to the Chief Executive and your complaints will be investigated.

IT IS HOPED YOU WILL BE SUCCESSFUL IN YOUR APPLICATION. IF YOU ARE NOT, PLEASE DO NOT BE DISCOURAGED FROM APPLYING FOR OTHER POSITIONS WITHIN THE ORGANISATION YOUR SKILLS AND EXPERIENCE MAY BE WHAT WE REQUIRE FOR ANOTHER POST.

GUIDANCE NOTES ON COMPLETING APPLICATION FORM
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