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COMPLETING YOUR APPLICATION PACK

Please read the following guidance notes before and whilst completing your application.

General

Completing the application form is the first step in the recruitment process which may lead to an interview and a possible job offer.

This is the standard application form completed by all applicants for positions including internal applicants.  For photocopying purposes please complete this form in black ink.  It may be hand written or word processed.  Please remember to sign the form to declare that the information you have provided is correct.  If you e-mail your application form to us, we will ask you to sign the form at a later date.

The closing date for receipt of applications for this appointment can be found on the covering letter and advertisement.  Unfortunately, applications cannot be accepted after the closing date.

All information provided will be treated in the strictest confidence.

The application pack contains the following:

· Job description – this outlines the main responsibilities of the job

· Person specification – this tells you what knowledge, experience and skills you need to do the job.  These ‘criteria’ are used to select candidates for shortlist and interview.

‘Desirable’ criteria may also be included.  These are extra requirements which may be considered if we receive too many applicants who meet our ‘essential’ criteria.
· Application form 
Part 1 – We recruit on the basis of a candidate’s relevant skills, knowledge and experience and will only consider information provided in the candidate’s application form, against the requirements for the vacancy.  Please note attached CVs will not be considered.  You may, however, attach additional continuation sheets to the application form if needed.

Part 2 – Personal information which will be detached from Part 1 of the application form and be held by our Human Resources Section for information and monitoring purposes only.  This section will not be seen by the short listing / interviewing panel.

· Equal Opportunities Monitoring form – this will be detached and held by the Human Resources Section for information and monitoring purposes only.  This form will not be seen at any stage by the short listing panel / interviewing panel.  Should you may choose not to complete this form, or not to answer specific questions this will not impact in any way in the decision making process.
What happens next?

Please return the completed application form part 1 and 2 together with the equal opportunities monitoring form to the address shown below by the date shown in the covering letter.

If you should have any questions about completing the application pack please contact:

Human Resources Assistant

Cornwall Development Company
Pydar House

Pydar Street

Truro

Cornwall

TR1 1EA





Tel: 01872 322833
E-mail: andrew.bellamy@cornwalldevelopmentcompany.co.uk
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