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GUIDANCE NOTES FOR COMPLETING THE APPLICATION FORM

We want to appoint the most suitable candidate for every vacancy in accordance with our equal opportunities policy.  To do this fairly, we need all applicants to provide relevant information about themselves. This information should be based on the criteria listed in the enclosed person specification and related to the job description.

The information you provide in your application form is the only information we will use to decide whether or not you will be short-listed for an interview.  We are unable to consider previous applications or any personal knowledge of you.

Your application form is therefore very important and the following advice is designed to help you to complete your application form as effectively as possible.

Should you require the application form in another format, please contact C3SC on (029) 2048 5722 to discuss further.

Job Description

A full job description for the post is enclosed.  Please read it carefully as this tells you what your duties and responsibilities will be.

Person Specification

This details what experience and abilities are required by the post holder to be able to undertake the tasks outlined in the job description.

Completing the form

Please complete all sections of the form.  Please do not include a Curriculum Vitae (CV) as this will not be accepted.  

Follow the requirements in the person specification to complete the section entitled “relevant knowledge, skills and experience” by giving examples of how your experience, skills and achievements gained through employment, voluntary work or any other activity demonstrates that you fulfil that criteria. 

Selection for interview will be based on how you demonstrate your knowledge, skills and experience as listed in the person specification.  
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