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Online Application Guidance Notes

Welcome to our online application process.  We hope the guidance notes below will help you to follow the application process with ease.

General Notes

· To ensure equal opportunities and a fair recruitment and selection process, we request that all applicants complete the on-line application form in full. 

· Your application plays a vital part of the selection process and will be a deciding factor in whether you are short-listed for interview.  Please consider your responses carefully.  
· If there are questions that you are unable to complete, please put N/A (not applicable) rather than leave a blank space – this will show that you have not forgotten to answer a question.  Do not leave any unexplained gaps when completing employment history.
· All information in your application form is strictly confidential and will only be seen by a member of our Human Resources Team and those drawing up the short-list and taking part in the interview process.  It will be recorded and stored in accordance with the Data Protection Act 1998.

· Please ensure all information provided is complete and correct, any incorrect information provided may lead to your application being refused, an offer of employment being withdrawn, or future termination of employment.
Online Application Notes

· Candidates are required to complete all eight steps in the application process.
· To progress to the next step, please click the save and continue button. To go back to the previous step please click the back button.

· All mandatory fields are marked with this symbol »
Step 1 
Your Details
Once you have completed this section you will receive a user registration email, in order for you to save your application and return to it if necessary.  We will create an account for you so you can login to your personal area on the Hospice website.  The user registration email will contain your username which is your email address and your password.
Step 2 
Your Details continued

Please complete and answer all the questions in this section.
Step 3 
Employment History

Please complete in full and do not leave any gaps.  If you have any periods of unemployment include these dates.  Any discrepancies or gaps in employment dates will be investigated.

Please give details of your current or most recent employer, followed by your previous employment beginning with the most recent first.  This section should include any part time, temporary or voluntary work. 
To add another employer please click the ‘Add employer’ button which will add another row to the table.  To delete a row please click the X.

Step 4 
Education

To add another row please click the ‘Add qualification’ button or to delete a row please click the X.

If you are selected for interview, you will be required to bring along original certificates for all your qualifications.
Step 5

 Personal Statement
This part of the application gives you an opportunity to provide further information in support of your application.  Please state how previous and present experience enables you to satisfy the essential and desirable criteria on the person specification.  

To make your application stand out from the other applicants, take a little time thinking about why you are applying and the skills and experience you believe you can bring to the post.  Don’t forget to mention any unpaid/voluntary work you may have done – this can be just as valuable as paid work.
If the post requires specific skills and experience, and you think you have them, don’t just provide a shopping list.  Give examples of when you have used them or examples of specific work/projects you have undertaken which demonstrate that you have the required skills and experience.
Step 6 
Personal Checks

For all positions you must provide two references, one being your current or last employer and covering at least 3 years of employment.  Please note that personal references from friends and relatives are not acceptable. 

Step 7 
Diversity Monitoring
This section is separated upon receipt of the application and will not be seen by anyone involved in the recruitment process.  This data is only used for monitoring purposes. 
Step 8 
Review Application 
You will be sent a confirmation email to acknowledge receipt of your application together with a PDF of your completed application.  If you are selected for interview you will receive written notification.
Need help?
For help with completing the on line application form, please call:
01473 707037 / 707042 

Monday – Friday 9am – 5pm or
email recruitment@stelizabethhospice.org.uk 
We look forward to receiving your application

Thank you for your interest in the Hospice
