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APPLICATION GUIDANCE & FORM

Job application guidance

Thank you for your interest in working with Live Borders.  Please read the following guidance note, which has been written to assist you in the completion of your application.

General

A separate application form must be completed for each post you apply for.  Curriculum Vitae (CVs) are not accepted. 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.  If you return a completed application form back to us by e-mail you will be required to sign your application form at the interview stage.

The application form plays a very important part in the selection process, and will be used as the basis for shortlisting you for the job.  Particular attention is given to the Essential and Desirable Criteria as set out in the Job Description and / or Person Specification and therefore you are advised to highlight how your experience and skills match the requirements of the post.  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.  

Please send your application back as soon as possible.  We advise that you take a copy of your form for future reference should you be invited for interview.  If you require notification that we have received your application form, please enclose a self-addressed envelope.  
Personal details

Please include your work number if it is convenient for you to be contacted at work.  Alternatively you may wish to give a mobile telephone number.

References

All external applicants are requested whenever possible to provide names of two employment referees.  Internal applicants only require the name of one referee.  Please provide the names of people who may be approached to provide a reference for you who hold / have held a more senior position to you.

Referees will be asked to confirm some of the information you provide in your application and to give their opinion on your suitability for the post.  Your referees must not be related to you.  

One of your referees must be your present or most recent employer, unless you have not worked in paid employment, when you may provide the name and address of 

anyone who knows you well.  If you are a School or College leaver you should provide the name of a teacher / tutor / Guidance Teacher.  

Your second referee may be either someone else from your present employer or someone from a previous employer.  

A character reference will only be accepted where it is not reasonably practicable to provide a second employment reference.  Please highlight on the application form if a referee is to provide a character reference.

References are requested for shortlisted candidates only and depending on circumstances may be requested either prior to or following interview.  If you do not wish us to approach the referee prior to interview, please tick the relevant box.  

Email addresses will be acceptable as a point of contact, otherwise full postal addresses are required.

Qualifications and training

Refer to the job description and person specification and provide details of any qualifications, apprenticeships, training or courses etc. You will be required to provide evidence of your qualifications at the interview stage.

When providing details of school or further education qualifications, please remember to specify the level of qualification undertaken (ie SCE, Higher grade) and the grade achieved.

Employment history

Please provide details of your employment history to date, starting with your current or most recent post and accounting for any periods since leaving school not spent in employment, eg Full time education or other circumstances.  For posts held within the last three years, please confirm final salary/ wage details.

Supporting statement

This section is very important as the information you provide will be used for deciding who will be invited to interview.  Before completing this section, have a close look at the Job Description and think carefully about why you are suitable for this post, relating your skills, knowledge and experience to the duties of the post as fully as possible.  You should also refer to the Person 

Specification and use this section to go through each criteria point by point, writing a clear example of how you meet each requirement.   

The examples you give may be from your current job or from an activity you have done in the past.   Remember that relevant experience is not always obtained in a formal work setting, so (particularly if you have never been in paid employment or have not worked for a long time) consider any voluntary work, courses, student placement, leisure activities or other activities taken.  

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 and the title of the post you are applying for.

Please do not insert all or part of your Curriculum Vitae to support this statement as it will not be taken into consideration during the selection process.

Canvassing / relationships

We ask if you are related to a Board Member or Live Borders employee either directly or indirectly.  If you are, we need to know in order to make sure that your relations are not involved in the recruitment process.  Being related to a Board Member or Live Borders employee does not affect your application in any way, but you must declare it.  

Fair processing information

This form collects some personal data relating to you. 

Live Borders collects personal data, which is required to fulfil our business functions relating to your booking, membership and inclusion on our mailing list(s) or in relation to specific business functions such as recruitment/ payroll. Personal data is held only as long as necessary, and is kept to a minimum to meet business requirements.
You have the following rights related to your personal data:

· The right to request  a copy of the personal data held about you

· The right to request that inaccuracies be corrected

· The right to request us to stop processing your personal data

· The right to lodge a complaint with the Information Commissioner’s Office or Fundraising Regulator

APPLICATION FORM

	POST DETAILS

	Post: 
	     

	Vacancy No:
	     
	Closing Date:
	     

	LIVE BORDERS Use Only:
	Applicant No:
	


Please read the guidelines on applying for a job and the job details prior to completing this form.

CVs WILL NOT BE ACCEPTED

	PERSONAL DETAILS

	Surname:
	     
	Initials:
	     

	Address & Postcode:

     


	Telephone – Home/ Mobile:
	      /      

	Telephone – Work (if appropriate):
	     

	Full Driving License
	Yes ☐ No ☐
	Endorsements:
	Yes ☐  No ☐

	If YES to endorsements, please give further details including dates:

	


The following information will be treated in the strictest confidence

	QUALIFICATIONS AND TRAINING

	Please indicate details of any qualifications or training courses undertaken, and membership of any professional bodies which you consider relevant to this post.

Original certificates/ documents will have to be produced at interview stage

	SCHOOL QUALIFICATIONS
	QUALIFICATION/ GRADE

	     

	     


	FURTHER EDUCATION QUALIFICATIONS
	QUALIFICATION/ GRADE

	     

	     


	PROFESSIONAL QUALIFICATIONS
	QUALIFICATION/ GRADE

	     

	     


	ONE-OFF TRAINING RELEVANT TO THE POST
	QUALIFICATION/ GRADE

	     

	     


	EMPLOYMENT HISTORY

	Present (or most recent) Employer:      

	Name and address of employer:

     

	Date started:       

	
	Present Salary:      

	
	Notice Period:     

	Job title/ main duties:      

	Is this your sole employment?  Yes ☐   No ☐

	If no please give details:      

	Previous employment (list in order, most recent first)

Please include details of any periods of time not spent in employment

	Dates

From/ to
	Name & Address of Employer
	Principle duties/ responsibilities
	Final salary/ wage
	Reason for leaving

	     

	     

	     

	     

	     


	     
	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     


	     

	     

	     

	     

	     



	SUPPORTING STATEMENT

	Please provide details of why you think you are suitable for this post including relevant experience, skills, knowledge and achievements.  (This may be submitted or continued on a separate sheet.)

     


	REFERENCES

	Please give the names of two people who may be approached for a reference who can comment on your suitability for the post.  One referee must be your present or most recent employer (please see guidance notes)

	Present/ Most Recent Employer
	2nd Referee Work/ Character (pls delete)

	Name:      
	Name:      

	Job Title:      
	Job Title:      

	Address or Email:

     

	Address or Email:

     


	Telephone No:      
	Telephone No:      

	If you do not wish us to approach the above referee prior to interview,  please tick box            ☐
	If you do not wish us to approach the above referee prior to interview,  please tick box                          ☐

	Any offer of employment is subject to receipt of satisfactory references.


	GENERAL

	It is a criminal offence for barred individuals to apply to work with children or vulnerable adults in Regulated Work.  Please see Job Specification to check if this is applicable to the role you are applying for.

	Are you a PVG Scheme Member?
	Yes ☐     No ☐      Not Applicable ☐

	If YES, please give your PVGS Membership No:      

	     

	Canvassing/ Relationships

	Canvassing of Trustees or Trust employees either directly or indirectly will disqualify your application.  Please give details or any Trustee or Trust employee to whom you are related or is your partner.

	Name of person(s):

     

	TRUSTEE ☐
EMPLOYEE ☐
Position/ Department:

     

	Nature of Relationship(s):

     

	

	Have you worked for Live Borders before?
	Yes ☐   No ☐

	If YES, please give full details (post/ dates):



	Have you applied for employment with Live Borders before?
	   Yes ☐ No ☐

	Do you need a work permit to take up employment in the UK?
	   Yes ☐  No ☐

	Are you involved in any activity which might limit your availability to work or your working hours e.g. local government?        Yes ☐  No ☐

	If YES, please give full details:



	Are you subject to any restrictions or covenants which might restrict your working activities?  Yes ☐    No ☐

	If YES, please give full details:




	FAIR PROCESSING OF DATA

	By signing and returning this Application Form, you consent to Live Borders using and keeping the information about you and provided by you or by third parties, such as referees, relating to your application or future employment in accordance with the Data Protection Act 2018.  Such information may include details relating to your health, ethnic origin or criminal record.

	

	DECLARATION

	I believe the above information to be correct and that all relevant sections have been completed.  I understand and accept that the information may be checked and that any false statement or deliberate omission of information may disqualify me from appointment or render me liable to dismissal if discovered after appointment.

	Signed:      
	Date:     


	How did you hear about this job?

	


Completed application forms should be returned to by email to recruitment@liveborders.org.uk
Or by post to:
People Team, Live Borders, Melrose Road, Galashiels, TD1 2DU.  (Mark as ‘Private & Confidential) 
Please note that if this document is returned electronically, you will be required to sign your application form at interview stage.

If you wish your application form to be acknowledged, please enclose a stamped addressed envelope.

Applications received with insufficient postage will not be considered
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