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MAKING APPLICATIONS

Why do application forms exist?

Why indeed – almost every student will put together a CV during their time in higher education and it is important that this is kept up to date – latest holiday job – work experience etc.  It would be much easier to send this document to every employer of interest.  Think how many hours (& trees) would be saved.

It would be easier for you but not for the employer – put yourself in their position – 200 CVs arrive all with slightly different information – many without the details needed to tell if the applicant is capable and suitable to do the job.  Application forms supply employers with a standardised and manageable quantity and variety of information in the format they require.  The prescribed format helps the reader to shortlist the candidates for interview in a justifiable, fair and rational manner.  This is important especially where allegations of discrimination on grounds of sex or ethnic origins could be made.

Whatever the preferred method of applying for jobs is – be it Employer Application Form or CV and covering letter there are certain things you must do before taking pen to paper.  They are:-


READ THE JOB DESCRIPTION

· in the advert

· in the recruitment directories

· or supplied by the organisation

BREAK DOWN THE JOB DESCRIPTION INTO ITS MAIN ELEMENTS eg

· technical

· people management
· administration
Using these sub-headings, list the different duties of work in the categories.

Then (and this is more difficult) imagine you are the recruiter. What qualities and experience would you wish to find in the applicant?  Make a list of essential and desirable skills and experience against each section eg analytical skills may be essential for a computing job but programming experience only desirable.  The recruiter would be looking for proven aptitude rather than established skills.  List all the factors that you would seek as a recruiter and then try to put good examples from your own experience against each heading.

On the following pages we give examples of how to complete an application form.  Many of the questions asked will be similar to the ones you may encounter.

INTERNET/ONLINE APPLICATIONS

With the explosion of e-commerce, more and more organisations are using the internet as part of their recruitment and application procedure.  There are two types of internet applications: on-line applications and application forms which can be down loaded.

On-line applications, where the form is filled in on the computer and submitted via e-mail, are increasingly popular.  Usually it is possible to down load the form so that you can practise filling it in by hand if you find that easier.  But do check the instructions carefully – you may find that you cannot go back and change your answers once you have written them!  Make sure you keep a copy, either saved on disk or a down loaded hard copy.

Allow yourself as much time as you would a paper application.

Many organisations are now producing their application forms on their web site for you to down load.  This is used simply to make it easier for you to get hold of the forms and should be treated exactly like any other hand written application form.

If the organisation say that they accept applications submitted either on-line or by post then believe them!  On-line applications can be a way to show off your IT expertise and employers do receive them quicker than the snail mail system!


Visit www.selectsimulator.com to get help with online applications.  This site includes interactive advice, sample questions and your own application form to complete and keep for future use.

Further relevant material available from the Careers Service, Student Services, Eagle Mall.

FREE AGCAS booklet

Applications, CVs and covering letters
Job seeking strategies

Careers Service Handout
How to write effective CVs and covering letter
Videos [Need to be viewed in the Careers unit]

Looking good on paper

Your Job’s On-line

(
Subtitled versions also available

COMPLETING AN APPLICATION FORM

 Here we look in detail at questions and recommend ways of answering them in a positive and helpful way.

The first part . . . surely nothing can go wrong here?

………………………………………………………………………………………………………………………

	 Application Form


	Candidate ref.

Employer applied to:    MacManus UK Ltd
Preferred functions:
1   Market Research analyst




2



 



 Education – Professional, Postgraduate, First Degree/Diploma

	Please list all degrees/diplomas/professional qualifications etc held or currently studied for, whether at first degree or postgraduate level.  List most recent first and give all results known whatever the outcome.

	  From     -      To

        month/year
	Higher Education

Institution
	Award and Title of Award

(HND/Degree/Dipl/MSc/PhD etc)

List main subjects below title
	Results

(expected/awarded)

	Sept 1998
	June 2002
	Blackwall University
	BSc (Hons) International Management with French:-

Marketing; Market Research; Human Resource Management; International Business; Economics; Finance; Operational Research; Law and French 



	2:1



[image: image2]
Education – Prior to Higher Education

	Please list date (year)/qualification/subjects (grade) of all of the highest level examinations that qualified you for your Higher Education course(s) (A/AS Levels/Scottish Higher/Irish Leaving/Access/GNVQ/Baccalaureate etc).  Include all examinations taken at this level whatever the outcome.


A levels (1998)



Economics

Grade C

French


Grade C

Maths with Statistics
Grade D



	Number of GCSE/Standard 

Grade passes (Grade C & above)
	Date(s)

Gained
	Grade

For Maths
	Grade for

English Language
	Number of A/A*

grades

	9
	1996
	B
	B
	-



This section can be off-putting for many mature entrants with lower than average initial qualifications.  If you left school without any real intention of entering higher education you may like to try the following approach.
Mature Students:

Education – Professional, Postgraduate, First Degree/Diploma

	Please list all degrees/diplomas/professional qualifications etc held or currently studied for, whether at first degree or postgraduate level.  List most recent first and give all results known whatever the outcome.

	      From       –        To

Month/year
	Higher Education

Institution
	Award and Title of Award 

HND/Degree/Diplo/MSc/PhD etc)

List main subjects below title
	Results

Expected/awarded)

	Sept 2001
	June 2002
	Blackwall

University
	BA Business Administration:-

Law and Finance; business Analysis and Development; Managing Organisations and Strategy


	II:I



	Sept 1998
	June 2001
	Blackwall

University
	HND Business Studies:-

Business Environment,

Organisation and Management.

Marketing, French, Employment Law
	2 Distinctions

4 Merits

2 Passes


Education – Prior to Higher Education

	Please list date (year)/qualification/subjects (grade) of all of the highest level examinations that qualified you for your Higher Education course(s) (A/AS Levels/Scottish Higher/Irish Leaving/Access/GNVQ/Baccalaureate etc).  Include all examinations taken at this level whatever the outcome.

1995-1998 Access Course

Modules included: Brain and Behaviour, Social Psychology, Cognitive Psychology, Economics,

History – 16 units at level 3 – Kitemark achieved.

1971-1977 O levels – English, History, Art (At this stage I had no ambition to continue my studies and performed well below my ability)



	Number of GCSE/Standard 

Grade passes (Grade C & above)
	Date(s)

Gained
	Grade

For Maths
	Grade for

English Language
	Number of A/A*

grades

	
	
	
	
	


If you are worried about presenting your case effectively in this section it would be wise to talk to a careers adviser.


Employment and Work Experience

	Please describe briefly any work (whether paid or unpaid) which you have undertaken.  Highlight (*) the two most relevant and note what you achieved.

	      From       –        To

Month/year
	Employer
	Job Title/Responsibilities
	Achievements

	June 2001
	Sept 2001
	Skellett and Raymond
	*Market Research Interviewer:-

- interviewed people on the street and

  in their homes

- helped to create a new database

- entered data and produced reports

· assisted in presentation to clients


	Improved organisational skills.

Created a new database that worked efficiently

	June1999
	Sept 1999
	W H Smith
	*Retail Assistant:-

- served the public, answered 

  enquiries, ordered books

- helped with stock control

- assisted merchandisers with window 

 displays


	Improved communication skills

	Nov 1998
	April 1999
	Tesco
	Shelf Filler
	Improved product knowledge and dexterity




Geographical Location

	Do you have a strong preference for a particular location? If so, give details.

I am fully mobile and prepared to relocate to fulfil the demands of the career.

OR

I would prefer to stay in the North West to maintain educational continuity for my children.




Personal Interests/Achievements

	Use the space below to describe with dates (year) any spare-time activities. Include organising, leading or group activities.

Those requiring initiative, creativity or giving intellectual development are also of interest.

1998 onwards
Keen member of the University Canoe Society, president in my second year.



Organised social and sporting events including an inter-university competition for over 50 


competitors.

2000 
Learning Japanese by attending an evening class.

2001

Very enthusiastic interest in the use of www.  Learning to program in HTML and intend to 


construct own home page.




Specific Evidence

The following questions are designed to encourage you to provide evidence of specific abilities.  Your examples can be taken from your education, work experience, placements or spare-time or other voluntary activities but do not write solely about course-work.

	Planning, implementation and achieving results:

Describe a challenging project, activity or event which you have planned and taken through to a conclusion.  Include your objective, what you did, any changes you made to your plan and state how you measured your success.

My work with Lingo Scope in Paris involved teaching English to businessmen using text books provided by the school.  I soon discovered that tired and jaded business people need stimulation and excitement in order to learn in the evening.  I,therefore, designed a completely new range of teaching materials using UK newspapers, television programmes, videos and film extracts.

By careful monitoring I found which newspapers, programmes etc seemed most popular and concentrated the course work more on those media.  Although it was hard work it paid off as my class received better evaluation and better marks than the other classes.



	Influencing, communication and teamwork:

Describe how you achieved a goal through influencing the actions or opinions of others (perhaps in a team context).

What were the circumstances? What did you do to make a difference? How do you know the result was satisfactory?

As president of the Canoe Society during my second year, my priority was to increase the membership by 50%.  I did this by persuading the committee that we should be more outgoing and organised a series of events aimed mainly, but not exclusively, at freshers.

During freshers week we ran mini canoe races in the swimming pool, had a family water fun day and a social event one evening.  We continued to run events aimed at non club members throughout the year and also took regular adverts in publications students read, SU Newspaper, sports Society newspaper etc.

By bringing canoeing to the attention of more people and widening its appeal with non-serious events we achieved our target by the end of the year.



	Analysis, problem solving and creative thinking:

Describe a difficult problem that you have solved.  State how you decided which were the critical issues, say what you did and what your solution was.  What other approaches could you have taken.

My final year project was to study the key differences between the UK and French market for luxury chocolate products.  This involved working closely with the major confectionery manufacturers in both countries.

It soon became apparent that the national attitudes to chocolate are very different.  The information requested by the manufacturers in each country was quite different.  To compile a questionnaire that would answer all questions would have been far too long and cumbersome, so I decided on a combination of personal interview and questionnaire, the questionnaire covering matters common to both countries.  I interviewed a total of 60 people from France and UK.  With the results I gave several presentations to companies in both countries.

An alternative approach would have been to mail out a large number of questionnaires to similar groups of people, say first year students, in UK and France and analyse the returns.  I felt the interview method preferable, as people were more willing to answer questions face to face and many added points and comments which were relevant and helpful.




Additional Information

	Please write here any additional information, not covered elsewhere which will strengthen your application.

I intend in the early stages of my career to gain a professional vocational qualification.


Where did you hear of us/see an advertisement?

Prospects Directory.





Specific Skills
	1. List any languages that you know indicating level of proficiency (basic/working knowledge/fluent/mother tongue).

2. Specify your experience with any generic computer packages/programming languages (limited/working  

        knowledge/extensive).

3. Indicate any other specific relevant skills (laboratory techniques, graphics skills etc).

Fluent French, working knowledge of German and Spanish.

Computer literate having taken courses at the University Computing Centre on data bases, spreadsheets and word processing – competent with Microsoft Office.





Career Choice

	Explain why you have applied for the job function(s) that you noted on the first page.  Offer evidence of your suitability (eg courses undertaken, work shadowing, skills, strengths and experiences).  Emphasise why you consider yourself to be a strong candidate.

The following personal skills and attributes will, I hope, convince you of my suitability.

Analytical skills – My report involved analysing and presenting complex data resulting in a 12,000 word report.

Project Management – During my work experience placement with a market research company I was involved in critical work for 3 important clients (two other students let them down).  I had to schedule a series of interviews (phone, street and home) and check its progress.  I collated all the data and made several successful presentations to the clients.

Team Skills – Canoe club committee member for 3 years.  President in my second year when we managed to increase membership by 50%.




Health Declaration
	Please give details of any health matters of relevance to the work applied for.

Good general health.




(
Many application forms or medical questionnaires for jobs ask direct questions about disability and health.  If you give false information about this and an employer finds out the truth later you could risk losing your job.

On an application form which asks direct questions about disability you can give details you feel are important.  You may feel that your disability and your life experiences due to your disability increase your ability to do the job.  You may wish to include them in the section on the application form that asks about why you feel you are suitable for the job.  Always focus on what you CAN do – not what you CAN’T.

Referees

	Academic Referee

Name

Position

Address

Telephone
	Other Referee

Name

Position

Address

Telephone




Availability

	Please give any dates when you are not available for interview.
During my finals (May 15 – June 28)
	Please give the date from which you are available for employment.
From September 2002


Declaration

	The statements made on this from are true.  I understand any false statements may jeopardise my application and may lead to an offer being withdrawn.  I have attached the Equal Opportunities Monitoring Data.

Signed . . . . . . . . . . . . . . . . . . . . .  Name (please print) . . . . . . . . . . . . . . . . . . . . Date . . . . . . . . . . . .



Teacher Training Application Form [gttr] for graduates

Filling in the Form

The gttr form is used by an Admissions Tutor to decide who to invite for interview.

website www.gttr.ac.uk.
The form should be completed on-line which for many applicants provides a more presentable version.  The training providers receive the electronic version quicker than a hard copy.  You must make sure that your referee is also happy to use the electronic format. As soon as GTTR receive your application your principal referee will automatically receive an email from the GTTR asking him or her to verify that they will provide you with a reference. This email also requests an agreement to submit an online reference by your principal referee. YOUR APPLICATION CANNOT BE PROGRESSED until this principal referee has emailed this agreement.

The initial sections of the form should be straightforward and gttr instructions should help to clarify completion.  The section requiring the utmost attention is the section related to:

Personal Statement

· Give clear and concise reasons why you want to teach – often a mixture of reasons – want to help children/students develop full potential, always had the urge/wanted to teach, relatives who teach, helped in school and this has given you the interest/incentive as you feel that this is what you really want to do, etc.  Just stating that you like children is not enough!!

· Include all experience with children, visits to schools, guides, Sunday school, games coaching, youth clubs, camps etc.

· If you haven’t been into school yet – get there quickly.  This is essential.  All institutions will be looking for school experience with the relevant age range as a sign of commitment to teaching.  Most providers want to see 10 days for Primary and a minimum of 2 to 3 days for Secondary.  This will give strong important evidence of commitment.  For Primary schools contact the Head, for Secondary a Head of Department – would suggest a letter/email first giving the name and phone number (make it easy for the school) of a referee, as in the current climate schools quite rightly like to know who they are letting in through the gates.  They are usually very understanding about this, and unless it is a busy period quite happy about students going in.  Get the most out of your visits – take notes (unobtrusively – don’t upset anyone) – observe – ask questions – ask why they are there? etc.

· Try out a different age range – this will make sure you are going for the right one – also gives you reasons for why you have picked your age range.  A good comparison of Primary with Secondary deciding your choice will help at interview.  School experience can be done in weeks, days, half days – however you can manage it.  Where a degree is marginal relevant school experience supported by strong professional testimonials/references may strengthen the application.

· The broader your range of interests the better.  Include details of your study/life experiences that will enable you to contribute to cross-curricular dimensions and themes within a school.  Also transferable skills you have acquired such as language, I.T, organisational skills which would contribute to your effectiveness as a teacher.  If you feel that you have something else to offer that will enhance your application – use it!

· Mention enthusiasm, motivation, keenness to teach, commitment in all the above.  There is no room for modesty!

· This is also an assessment of your ability to communicate.  Make sure, that it is very well presented – teachers need to be able to express themselves clearly), (a well presented application form will certainly put those reading it in a better frame of mind – it could make all the difference!), clear, concise (no rambling) free from errors (especially no spelling mistakes).

· This form has to be good.  This personal statement is your one big chance to sell yourself.

Further useful tips

· Always provide evidence to support statements – reflect on experiences gained highlighting skills and experience relevant to the classroom and teaching.
· Present your information in a clear way using language which is positive.

· A solid block of writing or text can be difficult to read – try to break it up with some spaces.
· Use the space sensibly.  It can be possible to use the work experience section to give further relevant information e.g.
Moor Lane Primary School – Oct 2002 – Dec 2003 – One day per week.

Observation of Years 3 – 6.

Comprehensive discussion with class teachers regarding work load, lesson preparation, assessment criteria and discipline related matters.

Valley View Primary School – Jan 2002 – March 2003 – One day per week.

Coaching and supervising the junior netball team.  I was able to motivate individuals by using an encouraging enthusiastic approach and by making skills training fun.

Public Sector Type Applications
The initial sections are very similar to the majority of application forms and therefore should be quite straightforward.

The section that is most time consuming and often causes the most worry is usually at the end and may look something like this.

RELEVANT SKILLS, KNOWLEDGE AND EXPERIENCE


It is important to read the Guidance Notes which will have been sent with the application form.

Sample guidance notes

If a person specification asks you to be able to communicate effectively with customers, you might want to describe the customers you have communicated with and how you have done this effectively. 

Be specific about your skills and specify your own responsibilities.

Explain anything you do which tells the reader something more about your skills and abilities.

For example, you may belong to a tenants’ association where you organise meetings. You may arrange raffles/outings or take minutes of a club or charity, or may be responsible for caring for an elderly relative.
Further useful tips
· Make this section easy for the selector to read

· Consider using the same headings as those given in the person specification

· Under these headings, address each of the criteria providing relevant evidence to show 

  
how your skills, qualities and experience match the essential requirements.

· If you can also show how you match any desirable requirements that will be an added 


bonus.

· If you decide to type this section on a separate sheet of A4 or use a continuation sheet 


make sure you include your name and job reference number.

· Always photocopy your completed form. This will be essential reading material in 


preparation for your interview.

Sample items from a person specification
	Requirements

(on the basis of the job specification)

Experience

1. Demonstrate ability to analyse policy issues, and to present advice and guidance in an easily understood way.

2. Researching, analysing and appraising information from a wide range of sources.
	Essential (E)

Or

Desirable (D)

E

E
	To be

identified by:

Application Form (AF),

Interview (I),

Test (T),

Other (specify)

AF, I, T

AF, I
	Scoring 

Scheme

	Knowledge/skills/abilities

1. Thorough familiarity with Microsoft Office products, especially ACCESS and Excel.

2. Development experience with ACCESS and Excel, e.g. use of macros, data analysis techniques.

3. Knowledge of statistical methods and statistical software.

4. Excellent interpersonal, communication, and presentational skills, both written and oral.

5. Be able to demonstrate numeracy, good analytical and organisational abilities.

6. The ability to work under pressure and to meet tight deadlines.
	E

D

D

E

E

E
	AF, I

AF, I

AF, I

AF, I

AF, I, T

AF, I
	


Sample answers to these items

Experience

1. Within team X, I have demonstrated the ability to understand, analyse and compile reports on a wide range of public health issues, consultations and policies. When producing guidance for Senior Officers and Elected Members, my reports are concise and succinct due to their other time constraints. My written communication style has become more targeted and clear as a result of attendance at positive language and emotional intelligence master classes. A key requirement of my role in implementing SYTEC was the ability to translate knowledge of a complex system into easily understandable advice and guidance for system users.

2. As a member of the Competency subgroup, I have been responsible for researching best practice to inform the work of the group. In undertaking research, I consulted with other excellent Councils as a way of benchmarking our current framework against best practice. Internet sites, such as I&DeA, Employers Organisation, LGA and CIPD, along with management journals have also been important sources of relevant information. In presenting the information to the group, I provided extracts of relevant information and an evaluation of each framework. The findings were split into various sections in a tabular form to make the results easy to interpret. A further exercise was undertaken to map competencies against those of other Councils.

Knowledge / Skills / Abilities
1. Throughout the graduate scheme, I have developed my information technology skills. In 
 achieving the ECDL qualification, I am able to demonstrate my proficiency with all Microsoft 
 Office packages. I have restructured and managed large databases including the corporate 
 mentoring database. All SYTEC system records were maintained within Excel.

2. One of my weekly activities at West Pennine was to collate the number of press reports featuring the local area. I was responsible for setting up and maintaining a common weekly spreadsheet. Macros were incorporated into the workbook to simplify the task of updating the information on a weekly basis. Within my current role, I use Access queries to analyse and extract information from the mentoring database.

3.  Various university statistical courses have equipped me with a firm understanding of quantitative techniques for management decision-making. I am familiar with a wide range of statistical methods including forecasting techniques, decision analysis, linear programming, linear regression and simulation. I am an experienced user of SPSS software. As part of my marketing analysis course, I analysed company data using the software package.

4. All of my roles have required strong communication skills with internal and external parties
    at all levels within the organization. When delivering training, providing face to face support
    or solving telephone enquiries, it has been essential to explain things in a simple and logic
    manner. As a mentor to a modern apprentice, I can demonstrate the ability to motivate 
    through the use of positive language and questioning skills.
        As a champion of the SYTEC system, I was involved in a variety of presentations to raise
        the profile of the system both internally and externally. I presented SYTEC at external 
        events with other local authorities that were considering purchasing the system. Increased 
        confidence in presenting was a key outcome during my time on this project.

       Effective written communication skills have been essential in communicating with a wide
       spectrum of colleagues from different professional disciplines as well as third parties.
       Various roles have involved servicing high-level meetings and producing accurate and 
       concise minutes. Written reports, minutes and electronic communication all demonstrate 
       my ability to communicate effectively.

5. I managed the budget which has a maximum outgoing of £633,000 per annum. This           involves monitoring actual expenditure against projected expenditure to ensure committed expenditure remains within the set limits. While working at The One Account, I was responsible for dealing with complex offset mortgage enquiries which provided me with an opportunity to enhance my numerical abilities. Financial modules at university have involved practical experience of assessing a company’s financial stability using financial ratios. During my placement with team X, I analysed complex performance data. I worked closely with ICT to build tolerances to ensure all directorate performance data was completed by set deadlines. An escalation procedure was developed that automatically triggered an email escalation process if data was not entered within given timescales.

6.   As team X is a small team and has a lot of ongoing projects, I work on a number of projects at
     the same time. Time pressures have been tested further as I am currently working in both team 
     X and team Y. When working under pressure and to tight deadlines, I have used time        

     management and prioritisation to ensure all tasks have been completed in an accurate and      

     timely manner. Studying part-time in addition to working full-time has meant that I have needed  

     to prioritise my workload in order to complete numerous assignments to set the deadlines. In   

     doing this I have prioritised in accordance with the set timescales and the degree of work   

     involved.
Handouts/Applicationforms-08/08
If you are prepared to learn to drive, but haven’t yet passed your test and feel that it would be beneficial to drive in the job you are applying for, get a provisional licence.





Don’t leave this section blank, be sure to tick Yes or No.





Write your date of birth and then check it! Many applicants claim to be new-borns.








Personal Details (please print this section)





Title�
Surname�
First name(s) (indicate(*) the one you are known by)�
�
Miss�
WILLIAMS�
SIOBHAN LUCY�
�



Home address		1 THORNHILL ROAD		Term address	13 DRAKE ROAD


			SLOUGH 					BOLTON


			BERKS





			Post Code   SL2 3DH				Post code   BL3 5AB





Telephone 01293 774321					Telephone 01204 634281 (messages only)





E-mail	      -						E-mail     � HYPERLINK "mailto:SW4@coldmail.ac.uk" ��SW4@coldmail.ac.uk�





Dates at above   from 30/6/02				Dates at above  Term time until 29/6/02





Nationality   BRITISH					Date of Birth  26/8/80





Do you need a work permit for permanent employment in the UK?  YES (  NO (   Do you have one? YES( NO(








Do you hold a full UK driving licence?  YES     (   NO   (











There are no English nationals. Write whatever it says in your Passport.





Make sure that the scheme you’re applying for exists.  Always double-check the brochure.





Make sure you get the name exactly right! Check the brochures.  Students often miss off or add PLC or LTD etc.





Be positive but realistic, as employers will be asking for an academic reference.











The important word here is MAIN.  If you have studied a course with many individual units it will be impossible to include every one.  Think about the relevance of the units from the employer’s point of view.  Highlight the important ones.





The request is for information about examinations studied even if you failed the exam.





It can be difficult to gain relevant work experience and sometimes this section can look depressingly empty.  Think back – have you ever been employed or self-employed, paid or un-paid in any capacity?  If you have a choice make sure that you select jobs that relate to your chosen area of employment.





For the early part of their career many graduates are expected to be fairly mobile.  If you place restrictions you must be prepared to talk about your decisions at interview.  The second statement may be an acceptable, if restricting, reason.





These types of questions worry a lot of people.  They look at the big, blank spaces and their hearts sink.  TRY to see this through the eyes of the reader.  What would someone recruiting for this work area be looking for?  How can you organise your information to convince them that not only have you thought about their job and their organisation but you have also considered the type of contribution you could make?


Structure your reply to correspond with “essential skills” that are relevant to the role.





This is a positive statement showing ambition.  You are indicating you wish to progress within your chosen field.





This candidate has given an indication of her skills


She appears confident about using computer software


The package is well known


She has taken the initiative to attend relevant courses to develop her aptitude


Her language skills are evident





This candidate has chosen to highlight evidence to show those skills she feels are the most important for a career as a market research analyst.  She might equally have talked more about her work experience with . . . . . . . . . . , the options she chose in her degree course or any other facts she felt to be relevant.





If you have health problems, which may affect you in your chosen work, you are duty bound to give the information.  Try to be as positive as possible etc “After a bike accident last summer I have limited movement in my left arm.  This condition should improve with time and I am advised that it will not affect my general health and fitness.”





Remember to sign.





Try to make yourself as available as possible and quote actual dates where you can.





Check to see if the organisation has indicated a preferred starting date.





Please use this page to show how you meet items on the Person Specification to be assessed by application form. Give details of how you meet the criteria, what evidence do you have to show you meet each item. (Please continue on a separate sheet if necessary).
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