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Children & Young People’s Department

Notes of Guidance on completing the application

Equal Opportunities

The Metropolitan Borough of Wirral, Children & Young People’s Department considers the fair provision of services and opportunities to all those it services and employs, irrespective of sex, creed, marital status, race disability, age and sexual orientation, to be a fundamental importance to the Department’s well being. (The Local Authority respects the rights of governing bodies of voluntary aided schools to recruit staff of a particular creed and faith in line with the school’s ethos).

The policy applies to potential and actual workers and relates to all aspects of employment, including recruitment, pay, terms and conditions of service, promotion, training, transfer, grievance and disciplinary procedures, and to the arrangements made for working in the Authority.

The Authority is implementing its policies through:-

· Improving recruitment & selection procedures

· Training

· Monitoring results

NB: The section “Monitoring of Appointments for Equal Opportunities” does not form part of the application but will be used by the Authority for general monitoring purposes.

Completing the Application Form

Decisions about who will be selected for interview will be based on the information you give in the application form. Therefore, all Sections of the application form should be completed.

You are invited to submit a letter of application and to keep this to a reasonable length. Consideration as to appointment or interview will be based upon a completed form and letter of application. This will provide the Authority with all the necessary information.

If you are not very experienced at completing application forms the following suggestions may be of help:-

Look carefully at the application form  - ask yourself why you are interested in the job.

· Think about your experiences and how you can demonstrate that you have the skill, knowledge and experience necessary.

· Unpaid work and work at home can be just as important as paid work.

· When you make your case for the job, make sure your application relates to the job you are applying for. Copying the same application for and letter for a series of jobs often creates a poor impression.

· Preparing a first draft will improve your application.

· Read each Section carefully, and provide all the information requested.

· Check that all the dates are correct and in the order requested.

· Ensure that Sections 12-14 are completed fully and signed appropriately.

· If the form is submitted electronically, you will be asked to sign your application if you are selected for interview when you attend. Refusal to sign the application will result in your application being rejected.
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