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Completing your application form

Introduction

The application form plays a very important part in the selection process, and will be used as the basis for shortlisting you for a job. You must fill in all sections of the form, making sure the information you provide is clear and accurate. The information you provide will be treated as confidential. If you are filling in the application by hand, please complete it in black ink or type. If you are completing the form electronically, please keep to the format in the form and do not change any of the fields.

Remember to send your application back within plenty of time and we advise that you take a copy of your form for future reference should you be invited for interview.

Job Details

Please list the job you have applied for and the job closing date. 

Personal Details

Make sure you complete this section fully. It is important that you provide us with a full address and contact details as we will need this to contact you should you be shortlisted for interview.

Present or Most Recent Employer

Detail the name and address of the organisation, your position and grade, the date you started at the organisation and the date and reasons for leaving (if applicable). You are also required to include a brief description of your duties.

Previous Employment

In this section, it is important that you include all relevant work experience including part-time work or temporary jobs, work experience or voluntary work. Remember to fill in fully the name and address of employer, your position and salary, main duties of the job and the dates you started and left, including reason for leaving. You may continue on a separate sheet if necessary, but remember to put your name on the top of it.

Education & Qualifications

You must ensure you provide all the information about your education and qualifications obtained, including those qualifications you are currently studying for. Please do not forget to include dates. If you are appointed, we will ask you to provide original copies of your qualifications upon joining the Council.

Professional/Vocational qualifications or other relevant training

Please provide details of any professional training courses that you have completed and membership of any professional bodies.

Supporting Statement

This section is a very important part of your application and if the section is not filled in adequately it may affect whether or not you are invited to attend an interview. Before completing this section, read through the Job Description and think carefully about why you are suitable for the post, relating your skills, knowledge and experience to the duties of the post as fully as possible.

Review the person specification and include any relevant details about your skills, experience, training or qualifications. 

If the person specification contains competencies, please provide an example of how you have demonstrated each competency in the past. The example you give should outline what you have done in the past to demonstrate that competency rather than what you would do if a particular situation arose. The example may be from your current job or from an activity you have done in the past.

For example, if one of the competencies in the person specification is 'communication and influence' it will not be adequate to just state 'I am an effective communicator'. You must provide an example of how you have demonstrated effective communication skills in the past. A more relevant example would be: "I recently delivered a presentation to some of my colleagues. In order to ensure I got the key message across, I spoke with several staff beforehand to gauge how they might react to the messages, anticipated questions and prepared some notes. I also practiced my presentation with a colleague beforehand. During the presentation I recapped on key points to clarify important things and invited questions at various stages. I made sure everyone had understood the key messages by asking staff to repeat back to me what they were. The feedback I received was excellent"

When completing this section of the form, try to list your examples in the order they appear in the Person Specification, as this will help when we are shortlisting. Do ensure you mention all relevant experience as we cannot assume anything from a job title you may have had in the past. Feel free to continue on a separate A4 sheet if you need more room but don't forget to put your name on it.

References

Please complete details for both referees, who should not be related to you. If you are a school/college leaver, please give us the name and address of the head teacher/tutor and also the manager of your most recent work experience placement, if applicable. Please indicate on the form if you do not want us to contact your referees unless you are offered the job.

Additional information

Work Permit - Any offer of employment will be subject to you providing evidence that you have the right to work in the UK. A work permit will usually be required for citizens of countries outside the European Community who do not have UK residency. 

Applicants Declaration

In signing the form you confirm that all the information you have given in the application form is true and accurate. Giving false information which results in your appointment will render you liable to dismissal without notice.

Equality & Diversity Monitoring Form

The BFI is committed to equal opportunities policies and action to ensure that it appoints the best candidates for any post irrespective of gender, sexual orientation, age, marital status, disability, race, colour, ethnic or national origin, religion or creed.

All aspects of recruitment are monitored to ensure that our policies and procedures are not discriminatory. Without accurate data on the composition of our workforce and on job applicants, we are unable to monitor the effectiveness of our commitment to equal opportunities in all our policies and procedures. 

The monitoring form is confidential. It does not form any part of the recruitment process and is not seen by the interview panel.

The BFI is positive about employing disabled people and is a ‘two ticks’ symbol user. This means that all disabled applicants who meet the requirements of the job will be guaranteed an interview. You should tick ‘yes’ to this question in your application if you consider you have a disability, long-term limiting illness or health problem (12 months or more), or a diagnosed condition that may affect your future ability to carry out normal day to day activities. 

If you are invited for interview, please inform Human Resources of any requirements you may have for the interview. You will be asked about this in the letter setting out the interview arrangements. 

Data Protection

The BFI takes its responsibility for Data Protection seriously and fully complies with the Data Protection Act 1998. It follows the Code of Practice for Data Protection in Recruitment and Selection. All information given in your application will be treated in the strictest confidence. If you are appointed, the application details will be kept in a personal file and may be held electronically. If your application is unsuccessful, your details will be kept for 6 months, and will then be securely destroyed.

