We are fortunate to receive many applications for vacant posts and we strongly advise all applicants to read these guidance notes before completing the application form.

Guidance notes for completing your application form

It is our intention to appoint the best candidate for every vacancy and to do this fairly we need all applicants to provide relevant information about themselves. This information should relate directly to the requirements of the job, which are listed in the enclosed Person Specification and which are regarded as essential in order to work effectively in post.

Your application form should provide us with as much relevant information as possible. You should not assume that the interview panel will be familiar with the type of work / activities you have experienced in the past and therefore, you should provide detailed information.

Please complete all sections of the form. It may be helpful to do a rough draft first. Please write as clearly as possible.

Page 6 asks for relevant training and qualifications. We do not need a full account of your education here but please mention qualifications and / or training which are necessary or relevant (if any) to the job.

Page 5 (why you think you are suitable for the job) is the most important part of the form. You should refer to the Person Specification and provide detailed information under appropriate headings or in appropriate paragraphs so we can make an assessment of your suitability.

This information is used to score applications for interview selection. The trick is to demonstrate how you fulfil the person specification – you need to prove your suitability, not just state it.

If you do not use headings or appropriate paragraphs the interview panel may have difficulty in determining your suitability for the post and, therefore, it is unlikely that you will be selected for interview.

Please do not send Curriculum Vitae (CV) with your application as it will not be counted towards your application. 

Please email your completed application to dwb.admin@darnallwellbeing.org.uk
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Darnall Well Being Job Application Form


	Job Title
	


	Job reference
	



 

	Surname/Family name and initials
	

	What name do you like to be known as?
	

	Date of birth – if under 18 years of age
	

	Address
	


	E-mail address
	

	Daytime phone number
	

	Evening phone number
	




	DECLARATION

	I DECLARE THAT THE INFORMATION IN THIS FORM IS TRUE AND CORRECT AND MAY BE USED AS PART OF ANY CONTRACT OF EMPLOYMENT

	Signature
	



	Print Name
	



	Date
	





The above information will not be seen during the shortlisting process, in the interests of equality, diversity and inclusivity for all applicants.



	Please give details of your present or most recent job

	Job Title:
	

	Employers name and address:
	

	Start and end date:
	

	Salary:
	

	Length of notice required:
	

	Please give brief details of your main duties and responsibilities:
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	Employment History since leaving full time education.  Full details should be given for any period not accounted for by full time employment, education or training (eg unemployment, voluntary work, raising a family, part time work).


	Employer
	Job Title
	From
	To
	Brief description of duties
	Reason for leaving

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	
	

	
	
	
	

	
	

	
	
	
	








	Please state why you think you are suitable for this job.  Please refer to the enclosed job description and person specification.  You should ensure that you address each point identified in the person specification and provide evidence of relevant experience and skills, including areas other than paid work

	












































	ADDITIONAL INFORMATION

	1	Do you consider yourself a person with disabilities[footnoteRef:1]?     [1:  We interview all disabled applicants who meet the minimum criteria for a job vacancy and to consider them on their abilities] 

YES NO delete as applicable

	If yes, please state the nature of your disability:



	2	Do you wish to job share this post?
YES NO delete as applicable

	If yes do you have a possible job share partner?  If yes, please give their name



	3            Are you related to anyone involved in Darnall Well Being? e.g. employee, volunteer, Trustee.
YES NO delete as applicable

	If yes, please give their name 



	4           Are you a Darnall Well Being Volunteer?

	YES NO delete as applicable

	If yes, please let us know where you volunteer and who you SOAR staff contact is.



	5	Do you have a relationship / know anybody involved in Darnall Well Being? e.g. employee, volunteer, Trustee.
YES NO delete as applicable

	If yes, please give their name and the nature of your relationship





	Training and Qualification History
Please list any qualifications you have obtained and training undertaken which are relevant to the job. Please include any on-going training.


	Qualification / training title
	Date

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	Please give the name and addresses of two referees. One referee should be your current/latest employer.
Referee 1

	Name
	


	Address
	




	May we contact this person prior to your interview    Yes/No                 delete as applicable
Capacity in which s/he is being approached:                 Employment/Personaldelete as applicable



	Referee 2

	Name
	


	Address
	




	May we contact this person prior to your interview    Yes/No                 delete as applicable
Capacity in which s/he is being approached:                 Employment/Personaldelete as applicable




Please tell us where you saw this advertisement 

Due to a potentially high number of applicants, if you are not selected for the position at Darnall Well Being, would you be open to being considered for the same role at one of our partner organisations, ZEST or SOAR Community? Yes/No
If yes, which organisation(s) would you be open to working at?
ZEST 			☐
SOAR Community	☐



Please return this form to: dwb.admin@darnallwellbeing.org.uk
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