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Advice On Completing The Application Form

The application form plays a crucial part in the selection process.  Applicants will be assessed both in short-listing and interviews according to how well the information you give suits the requirements of the post.  It is, therefore, important that your application form gives full details about yourself that are relevant.

· Analyse the job description and person specification; ask yourself why you want the job.
· Make sure you possess the skills and experience that match the details in the job description and person specification.  You will need to demonstrate this very clearly on your application form.  Please feel free to include relevant experience outside paid work such as community/ voluntary work.

· Do a rough draft first to avoid mistakes, repetition etc., and to ensure an accurate, concise, relevant and well-presented application.  Check that dates are correct and in the right order.

· Read the question under General Details in Support of your Application very carefully, as this is where you make your case for being short-listed.  Keep it brief, preferably no more than one additional sheet of A4 please and ensure that you state how you meet the requirements for the post as detailed in the person specification.
· The form should be typed or hand-written in black ink.  Retain a copy of your application form for your future reference.

Remember that your application form is the first point of contact with PFHA and it should create a good impression.

