
 
 

 

 

Please read before completing the application form 
 

Thank you for your interest in the post we have advertised.  It is essential that you carefully 
read the Job Description and Person Specification for this role. Try to imagine yourself 
doing this job and consider why is it that you are interested and do you think you would 
enjoy doing it? 
 
Please do not send your CV as it will not be accepted as an alternative to the 
application form and will not be considered when assessing your application. 
 
 
The Job Description & Person Specification 
The Job Description tells you about the job itself.  You should show us through your 
answers in the application form any examples that you may have where you are already 
undertaking those tasks or responsibilities. 
In the Person Specification you find listed the education, knowledge, experience, skills 
and competencies necessary to do the job.    Make sure that you address every point on 
the person specification, giving examples if you can, to show you have the qualities we 
are looking for. 
This is what the shortlisting group will focus on. 
 
Consider Your Experience 
Have you got the necessary skills, knowledge and experience? 
Every bit of experience counts – think about paid employment, holiday & weekend work, 
voluntary work and your leisure activities and interests.  Include anything in your personal 
circumstances or experience that has given you insights or skills important to the job.  
Explaining your present (and previous) jobs to someone else often helps you uncover 
‘hidden’ skills which you may take for granted.  So, if you would find it helpful, talk to a 
friend about this post. 
 
Filling in the Application Form 
Take your time completing the form and do not rush it. If you can, leave it sometime after 
you finished it and then read it again to make sure you are happy with it and have not 
missed anything out. 
 
Make sure you stick to the point and answer the questions asked. 
 

• Employment and Voluntary Experience – Be clear about dates and explain any 
gaps between jobs.  

• Education and Training - Don't forget that courses taken at an evening class or 
through a volunteering role may be relevant.  First Aid, any other specific health 

 



and safety training courses and safeguarding should be mentioned (do you have 
a current First Aid Certificate perhaps?) 

• Experience and achievements – This is where you make your case for this job. Make 
your application specific to this job. Don't submit the same one for a series of jobs. 

• Leisure interests, hobbies and voluntary work – It’s okay to mention these if they 
can help you show you are a suitable candidate.  Give details of any voluntary work 
or involvement in your community which has given you direct experience, 
knowledge or skills relevant to the job.  Remember to include anything in your 
personal circumstances or experience which has given you insights or skills 
important to the job. Listing hobbies and interests may give insights into additional 
and complementary skills and experience you may have. 

 
Your form should be written in a concise, well-organised and positive way (e.g. use active 
words like 'I wrote' or 'I organised').  Remember, if you provide examples of when and 
how you have met the criteria in the Person Specification your application will be stronger. 
The assessment panel is looking for evidence to support what you state is your 
experience. 
Specify what you have done rather than the work of your project, department or 
organisation. 
 
References 
The referees you provide the details for should know you in a professional capacity 
(previous manager in a paid job or volunteering role, tutor…). The references provided 
must cover the last five years employment/studies. You can provide additional referees if 
necessary to cover this period. 
References are an important part of the assessment process. If you are successful in the 
selection process, we will ask for references. The job offer is conditional to the references 
being provided and being satisfactory, without raising reason for concern.  
 
 
And finally 
 
Keep a copy of the completed application form for future reference. 
 
Make sure you email the form back to us, with any additional pages clearly identified, by 
the deadline. We will not accept late applications. 
 
Applications should be sent to Stela@sleap.co.uk  
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