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Dear Applicant
Thank you for your interest in this vacancy.

At Malvern Hills District Council we strive to maintain high standards in our recruitment procedures, which means that we do not discriminate on grounds of sex, marital status, age, disability or for any other reason. 

To guarantee this, all of your personal details are removed from the short-listing stage of the recruitment process.  

Your suitability for interview will be considered solely on your skills, experience and qualifications. Other personal details, such as a disability will only be known at the interview stage if we need to make particular arrangements for you.

Application Form

The application form is designed to encourage you to demonstrate your skills, experience and qualifications relevant to the job. Please ensure that where possible, you complete the application fully and you use the information supplied in the recruitment pack to tailor your application to the job. 

It is important that if you do need to send in a CV, you remove your personal details.

Please make sure that you put the back pages of the form (7 and 8) into the confidential envelope which is addressed to the Personnel Section.
Should you need this application form in larger print or any other format, please contact our Personnel Section on 01684 862262
Employment and Work Experience

Please provide details of all of the jobs you have had since leaving full time education, starting with the most recent. Only include temporary, voluntary and casual work if it is appropriate.

Education, Training, Qualifications & Membership of Professional Organisations

Please ensure that you can provide documentary evidence of qualifications and membership of professional organisations, and bring these certificates with you when you come for your interview. Include details of any additional non-certificated training if it is relevant.

Additional Information

This section allows you to explain how your skills, experience and qualifications match the requirements of our job.  Please take the opportunity to complete this section as fully as possible.

Convictions/Disqualifications

We do not discriminate against ex-offenders where their conviction is irrelevant to the job. If you have any criminal convictions which are “spent”, we do not expect you to tell us. In some cases, however, we are entitled by law to ask you to disclose details of convictions and if the job falls into that category it will be clearly indicated on the application form.

Prevention of Illegal Working
It is a criminal offence to employ anyone who is not entitled to live and work in the United Kingdom. We are therefore obliged to carry out basic checks before taking on new employees. All job applicants who are invited for interview are required to provide one of the following documents:-

· Any document containing the National Insurance number of the person in a document

 
issued by the:
 Inland Revenue
Benefits Agency

Contributions Agency

Job Centre Plus

· A passport stating the holder to be a British citizen, or one issued on behalf of the UK 

government containing a Certificate of Entitlement to live in the UK 

· A certificate for Registration of Naturalisation as a British citizen

· A Birth Certificate issued in the UK, the Republic of Ireland, 
The Channel Islands or the Isle of Man 
· A passport or national identity card which describes the holder as a

National of the State issuing the documents, that State being a party to

The European Area Agreement

· A passport or other travel document or letter from the Home Office

stating that the holder is exempt from immigration control or has indefinite 

leave to enter or remain in the UK, or has no time limit to stay.

· A passport or other travel document or letter from the Home Office stating that the 
holder has current leave to enter or remain in the UK and is not precluded from 
taking the employment in question.

· A UK residence permit held by a European National.

· A passport or other travel document stating that the holder has a current right of 
residence in the UK by virtue of being a family member of a named European 
National in the UK.

· A letter from the Home Office stating that the named person is a British Citizen or 

has permission to take up employment

· A work permit or other document permitting employment issued by the Department for 

Education and Employment or the Training and Employment Agency or the Training 

and Employment Agency (Northern Ireland) or the Northern Ireland Social Security 
Agency.

· A passport stating that the holder is a British Dependant Territories citizen by virtue 
of a connection with Gibraltar.


Health

You are asked to give details about your general state of health and any time off work in the last year. On appointment you will be asked to complete a medical questionnaire. We will adhere fully to the requirements of the Disability Discrimination Act and this information will be strictly confidential and will only be discussed if it is relevant to your potential employment.

References

These should include your present or most recent employer. 

Relationships

You must inform us of any relationship to a councilor or senior employee of the Council. Should applicants attempt to use such relationships to exert any influence on the selection process, they will be disqualified immediately.

Confidential Information

The information on pages 7 and 8 will be used for monitoring purposes to ensure that we are complying with our Equal Opportunities Policy. The Personal Details section must be completed to enable us to contact you.  If you have a disability that will affect your ability to carry out the day to day activities of this job, including those detailed in the job description, please ensure that you give us the relevant details.

If you require particular arrangements to be made for interview, please tell us exactly how we can help.

If you have any queries regarding the application, please let us know.

Declaration

Finally, do not forget to sign and date your application form.  If you have made any false statements or failed to disclose any relevant information requested in this form and this is discovered after appointment, it may lead to disciplinary action or dismissal.

GUIDANCE FOR 


JOB APPLICANTS
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