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Rush House aims to ensure that each job applicant is treated fairly.  The information you provide on the application form is the only information we will use in deciding whether or not you will be shortlisted for interview.

Your application is, therefore, very important and the following information is designed to help you complete it as comprehensively as possible.

	A.
	
	 PLEASE READ THE PERSON SPECIFICATION AND JOB DESCRIPTION CAREFULLY AND CONSIDER THE FOLLOWING:


· Person Specification
This lists the experience, qualifications, skills and knowledge we are looking for.  Please consider this carefully so that you know what the job involves and the range of qualities required.

· Job Description
This outlines the main duties and responsibilities of the post.

· Equality of Opportunity
Attached is a copy of our Employment and Equal Opportunities monitoring form.

We use this information to monitor whether we are reaching all sections of the community and therefore to check that our recruitment process operates fairly.

Unfortunately Rush House cannot offer sponsorship.

	B.
	
	 FILLING IN THE APPLICATION FORM


After reading the person specification and job description, think carefully about your application and consider to what extent you have the skills and experience for the post.

Your application needs to demonstrate the relevant skills, experience and knowledge you have and how this matches each of the essential criteria listed in         the Person Specification. It is essential that you tell us about evidence or examples of what you have done for each of the criteria. This is your opportunity to “sell” yourself to the short listing panel who will be looking for evidence that you have the skills, qualifications and experience that the post requires. Applicants who merely state that they have the knowledge, skills or experience without this supporting evidence will not be shortlisted for interview. 

Consider all relevant experience you have acquired.  This may be from your current or previous jobs, studying, or from community or voluntary work experience, home or life experiences which you feel demonstrate your abilities and illustrate your suitability for the job.

This section of the form needs to be written specifically with this vacancy in mind and should relate to the Job Description and Person Specification.

The most important thing is to tell us what you have done.  We are unable to guess or make assumptions.

Please do not enclose a curriculum vitae or copies of certificates.
	C.
	
	 SHORTLISTING AND INTERVIEWS


    Shortlisting is based on the skills, knowledge and experience you demonstrate.

After the closing date, application forms are assessed carefully.  Applicants who have demonstrated that they meet the requirements of the person specification       will be called for an interview.

The interview panel will usually consist of 2 people who will ask set questions and some supplementary questions based on the information you give us. 

The questions are intended to allow you to expand on your application and to show the panel how you meet the requirements of the post. 

The interview process may also involve a presentation and/or a test to applicable roles.
At the end of the interview process you will have the opportunity to ask questions about the job, conditions of service or anything else about the organisation.

The panel keeps a record of their assessment of each candidate so that the reasons for their decisions are clear, consistent and justifiable.

	D.
	
	 COMPLAINTS


We try very hard to ensure that every stage of our recruitment process is fair. We have a duty to ensure that no one is discriminated against.

If you feel that you have been unfairly treated, please let us know and we will investigate. 

Should your application be unsuccessful and you wish to discuss the reasons for this, please contact the relevant Manager.
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