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Guidance Notes on Submitting Your Application

These notes have been produced as a result of the experience of candidates. We hope you find them helpful.

The job description gives a full list of the duties, which will be required of the post holder. The person profile contains details of the experience, qualifications, skills and abilities we consider are necessary to carry out those duties. What you say on your application form will be matched only against those criteria.

The equal opportunities monitoring form is separated from your application as soon as it is received. It is used only for statistical purposes so that we can assess whether our recruitment practices are attracting a range of people from all groups within society, including those who are traditionally discriminated against. 

It is essential that you show on your application, how your current and previous work, training, voluntary activities or life experience equip you for the post.

It is essential to complete every section of the form. PLEASE DO NOT ENCLOSE a C.V. as listing points from your current job description is not likely to be sufficient.

1. Look through all the information you have been sent before you start writing anything. Think about whether, as a minimum, you satisfy all the “Essential Criteria” of the person profile. If you do not, you are unlikely to be selected for interview.

2. Identify the selection criteria set out in the person profile and address each of these points directly.

3. Be specific and direct about your experience: give examples, use positive statements e.g. “I organised….” “I taught….”

4. Where you have not got a lot of practical experience, try to show your awareness by stating how you could deal with situations using other experiences in life or other areas of work.

5. It is not only your successes that are of interest. Opinions and evaluation on ‘why things went wrong’ can display your insight to the panel.

6. Equal opportunity is at the centre of Optua, in both our recruitment practices and service delivery. Keep this dimension foremost in your mind as you fill in your application form. Try to keep suggestions in this area practical, talk about your work or other experience of equal opportunities policy and implementation.

7. If you do things outside your work which demonstrate your skills and experience, then say so – relating them to the criteria on the person profile. Examples may include budgeting in your household, home management or being involved in the community or voluntary activities.

8. Use a separate sheet for your supporting statement if you wish – don’t try and cram it all into the space provided. Please keep what you write relevant and concise. As a rough guide, two more A4 typed sheets or three sides of hand-written text should cover it!

9. Keep a copy of your application.

10. Write or type clearly on white paper – your form will need to be photocopied. Please leave margins of at least an inch on either side of your pages, otherwise edges may not photocopy well.

Completed application and equal opportunities forms should be returned to Optua Support Services, Optua House, Hill View Business Park, Claydon, Suffolk  IP6 0AJ.  Please mark your envelope ‘Private and Confidential’.

If you have any feedback on our application pack, we would be delighted to receive it. We keep our processes under continual review and find your comments most helpful.

If you have any reason to believe that your application for employment has not been fairly considered, you should inform our HR Department, who will ensure that the matter is fully investigated and inform you of the outcome.
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	Optua House

Hill View Business Park

Claydon 

Suffolk IP6 0AJ

Tel: 01473 836777

Fax: 01473 836778

E-mail: enquiries@optua.org.uk
Website: www.optua.org.uk

	Registered Charity Number 1061241

STRICTLY CONFIDENTIAL



	APPLICATION FOR THE POST OF:
	

	ADVERT REFERENCE:
	

	Surname
	
	Initials
	

	Address
	
	Contact Tel No:
	

	
	
	Hours during which we can contact you:
	

	
	
	E-mail Address:
	

	Town
	
	Are you able to travel to work?
	Yes
	
	No
	

	County and Post Code
	
	Are you free to take up employment in the UK?
	Yes
	
	No
	


	Current/Last Employer:

Name
	

	Address 
	

	Position Held
	

	Your Main Responsibilities


	

	Reason For Leaving
	

	Salary
	Notice Required
	
	


REF:Website

	Previous Employers:

Name & Address (most recent first) If necessary continue on a separate sheet
	Your Main Responsibilities
	Reason for Leaving

	
	
	

	Name of University/ College and School (most recent first)
	Courses Studied at each location
	Qualification Achieved                   (include level of award)*

	
	
	*you will be asked to produce certificates/ evidence of qualifications if employment is offered and accepted


	MEMBERSHIP OF PROFESSIONAL BODIES AND/OR VOCATIONAL QUALIFICATIONS

	

	

	TRAINING AND DEVELOPMENT RECEIVED RELEVANT TO THIS POSITION

	

	

	

	

	LEISURE INTERESTS



	

	


	FURTHER INFORMATION TO SUPPORT YOUR APPLICATION

Please refer to the person profile and give a recent example of when you have displayed behaviours required in this position e.g. Team Working: Last  month, I volunteered to support a new member of staff who was having difficulty in understanding their new role.  Examples can be given either from employment or home/leisure situations.

	Skills and abilities from the person profile
	Give brief examples of occasions when you have displayed these skills and abilities 

	
	


If you require further space to complete any information on pages 1-3, please attach a separate sheet clearly 

marked with the position for which you are applying and your name.

	REFEREES              *Your personal referee should be a person who has known you for at least 2 years and is not related to you

	Current/Last Employer: Referee’s Name
	
	Personal:

Referee’s Name*
	

	Job Title
	
	Job Title (if applicable)
	

	Name of Organisation
	
	Name of Organisation (if applicable)
	

	Address
	
	Address
	

	Town
	
	Town
	

	County
	
	County
	

	Phone No:
	(Optua will telephone to confirm identity on receipt of reference)
	
	

	Post Code
	
	Post Code
	


We aim to be an equal opportunities employer. We are committed to the employment and development of people with disabilities and use the Disability Symbol awarded by Jobcentre Plus, part of the Department of Work and Pensions. We guarantee to interview all disabled applicants who meet the minimum criteria for a job vacancy and consider them on their abilities.                                                                    We will not discriminate on grounds of age (younger or older applicants) and will consider each application fairly and without prejudice.

	I consider myself to have a disability or long-term health condition that has or is expected to last for at least 12 months.
	Please tick

	If you have any particular needs and require assistance with the interview arrangements, please describe:



	Have you previously been employed by Optua?
	Yes
	
	No
	

	If ‘Yes’, please give details:

	Have you ever been convicted of a criminal offence? See note below.
	Yes
	
	No
	

	If ‘Yes’, please give details:

	The Rehabilitation of Offenders Act (ROA) 1974 sets a scale of rehabilitation periods for people who have been convicted of criminal offences.  After completing such a period without further conviction, the individual can regard any conviction as ‘spent’ (as if it had not occurred) when applying for jobs other than those that are ‘exempted’.  The ROA 1974 (Exceptions) Order 1975 sets out a list of exempted occupations for which applicants are required to declare all criminal convictions.  Posts within Optua fall within those exempted occupations; this means that all applicants for employment with Optua must declare all criminal convictions.  However, having a criminal record will not necessarily bar an applicant from working with us.
We use the Criminal Records Bureau (CRB) to assess the suitability of applicants who are offered employment. We comply fully with the CRB Code of Practice – see www.disclosure.gov.uk or ask us for a copy of the Code.


The information provided on this application form will remain private and confidential and will be used for the purpose of selection/recruitment. Where the application is successful we may, from time to time, wish to process this information (as updated periodically) for personnel administration and business management purposes. Where this is the case, processing will take place in accordance with the provisions of the Data Protection Acts 1984 and 1998. Please also note that we may approach third parties to verify the information that you have given. By signing this form you will be providing us with your consent to all these uses.

DECLARATION
· The statements made by me in this application and any additional sheets are true.

· I understand that appointment to this position is conditional on the information supplied with this application being correct. If I have withheld any relevant information or any information is false, I will be liable for disciplinary action, including dismissal.

Signature: __________________________________________

Date: ____________________

Please Print Name:___________________________________
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Registered Charity No. 1061241

EQUAL OPPORTUNITIES MONITORING FORM

Optua is committed to equal opportunities.  Procedures designed to avoid the possibility of discrimination at each stage of our recruitment process have been introduced.  To enable us to monitor the effectiveness of these practices, we would be grateful if you could complete this form. The short-listing or interview panel will not see this form.  It will be removed by our Human Resources Department and used for statistical analysis only.

Please delete/circle as appropriate:

	Surname:
	First Names:



	Gender: Male/Female
	Date of Birth:

*the normal retirement age for Optua employees is 65. Employees have the right to request to work beyond 65 years and all requests will be considered. We will not discount applications from people age 65+, they will be assessed against the job criteria and the applicant’s ability to meet them.

	Personal status: Single/Married/Separated/Divorced/Widowed



	I would describe my ethnic origin as:



	White British

White Irish

White European White Other

…………………
	Asian British

Asian African

Asian Pakistani

Asian Indian

 
	Asian Chinese Asian Oriental              

Asian Arabic                

Asian Other 

………………..                            
	Black British

Black African

Black Caribbean

Black Other

………………….



	Do you consider yourself to be disabled?                           Yes/No



	If yes, please give details:



	Where did you hear about this vacancy?




I consent to the processing of the above data for statistical purposes only

Please turn over page:

	Our application form does not require you to provide dates for education and employment. However, under the Care Standards Act 2000, we are required to investigate any gaps in your employment history. Please record the start and finish dates for the employment appointments listed on your application. If called for interview, the HR department will advise the interviewing panel of any gap(s) and these will be discussed with you.  It is important that you provide a full employment history, and that you account for all gaps.  This information is necessary for Optua to meet the requirements of the Care Quality Commission, it is not required as a means of assessing the applicant’s age.

	Current/Previous Employers
	Start Date
	Finish Date

	
	
	  


Signature ………………………………………………



Date…………….

Name …………………………………………………………………….
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