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Guidance on Completing a YSS Job Application Form
The following advice is given to assist you with your application and to explain the process we will use to select the most suitable applicant for the post.

Please read all the job information in your pack before completing the application form.

· The enclosed job description lists the main duties of the post and the person specification describes the skills, knowledge and experience we are looking for. If relevant it also identifies the qualifications we would expect you have.

· When completing the application form, think very carefully about why you want the job and what skills and experience you have to offer. You may have gained these from different places including previous employment, voluntary work or life experience. It is very important that you address all the things listed in the person specification and show how you are able to satisfy each of the criteria.
· We cannot guess or make assumptions about your skills, knowledge or experience so what information you include in your application will be the only way in which we are able to decide if we can shortlist you to attend an interview. If you are an internal applicant you should assume that you will not be treated any differently than other applicants.
· Please do not include a CV unless we ask you to do so.

· Please ensure that you complete and return the equal opportunities monitoring form included in the pack. These completed forms are treated confidentially and are not used in the selection process.

· If you have been convicted of a criminal offence, bound over or cautioned you must complete the appropriate section on the application. 

· Please ensure that you provide two referees and that you provide all their contact details. Failure to provide full details may delay the obtaining of references and if you are the successful applicant, your start date. 
· Before returning your application form, please ensure you have completed all sections and that you have signed the form. If you have used additional sheets as part of your application please ensure these are attached securely and numbered. Please note that if you choose to email your application it will still be necessary to send us a signed hard copy.
· Your application should arrive by the stated closing date and time. No forms received after the deadline will be considered.

· After the closing date all forms are carefully assessed by a short listing panel.  Those applicants who best meet the criteria of the person specification will be contacted and invited to attend an interview.
· To reduce costs we dot not contact unsuccessful applicants.

· If you do not hear from us within 2 weeks of the closure date, you have not been invited to attend an interview.
· Completed applications are kept on file for 6 months and then destroyed.
Thank you for expressing an interest in working for YSS. We hope that the information contained in these sheets has helped with your application. 
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