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Completing an application form 
Warrington Speak Up is committed to ensuring that all applicants are treated fairly throughout the Recruitment and Selection process. The information you share on the application form provides the only information we use to assess your initial suitability for the role and our decision whether or not to progress your application. These notes will help you complete the form so please read them carefully.   

Person specification and job description

Within the application pack is a job description and person specification. This job description outlines the main duties of the job. The person specification sets out the knowledge, skills, qualities and experience required of the post holder and provides the essential criteria that the shortlisting and interview panel will be looking for. 
General notes

· It is preferrable that your application is typed and emailed to us. If you choose to complete the form in writing please use black ink. 
· If you have a disability or other additional needs and wish to receive assistance in completing the form or within the recruitment process, or prefer to receive the pack in an alternative format, please inform us.

· Please make sure you return your application pack by any return date and time given.  
Eligibility to work
Successful candidates will be asked to produce appropriate documentation before employment commences. (Please seek advice from appropriate agencies if you are in doubt of your eligibility to work in the UK).
Employment history and record

The form asks you to give detail of your latest job held or most recent employment experience. Include any post held whether full or part time, permanent or temporary. Please also include any gaps in your employment history.
Voluntary experience
Some people will have developed relevant skills and experience through voluntary work and this can be stated in the employment history section.  If you include any voluntary work, please list the name and address of the organisation(s) you are or have been involved with. 
Supporting statement
This section of the application form is very important.  You should use it as an opportunity to demonstrate why you are suited to the role. Please give concise reasons and include any relevant skills and life experiences that may support your application. In addition, you must tell us how you meet the selection criteria and evidence this. Please do not send in your CV. The criteria in which you will be assessed against is within the information given in the job description and person specification. Rather than repeat your career history, look at the skills and experiences required and provide evidence that you have them by giving examples.  
References
As a charity that works with vulnerable adults, safeguarding is very important to us and we are rigorous in our pre-employment checks. We require two references one of which should be from your current or last employer. If you have never been employed, please give the name of a suitable person such as a teacher or lecturer who can comment on your ability to do the job. Please note that referees cannot be relatives.
Any appointment is subject to receipt of satisfactory references. 
We recognise you may not wish us to approach your current employer before interview and we will respect this unless you indicate otherwise.      
Equal Opportunities

Warrington Speak Up is committed to equal opportunities to ensure that all applicants for employment are treated fairly and considered on the basis of their abilities. This policy is monitored so that we can ensure its effectiveness. Any information given by an applicant will be treated in confidence. 
Signing and returning your application
Please keep a copy of your completed form for reference if you are offered an interview.  By signing the form you are indicating that the statements you make are true and you are consenting to us holding your personal information.
Making a false statement may affect any invitation to undertake work or result in summary dismissal with Warrington Speak Up. 
Please return your form to: 
Business Lead
Warrington Speak Up                                                            
The Gateway, 89 Sankey Street

Warrington WA1 1SR 
Alternatively, you can send via email to info@advocacyhub.org.uk 
If you require any further information, please contact the office on 01925 246 888
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