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APPLICATION GUIDANCE
Why is it important to complete an application form?
An application form provides us with the essential information we require to consider you for roles within emda.  It also provides information in a structured and consistent format.
emda operates an equal opportunities policy and is committed to improving representation from all sections of the community.  To enable us to monitor our policy it is also important you complete the equal opportunities section of the application form.
A CV on its own will not be accepted however if you feel your CV will provide us with additional supporting information please enclose it with your completed application form.
Have you read the job profile and person specification?

The job profile provides you with information on the purpose of the role, the reporting structure and the key tasks you would be expected to undertake within the role.
The person specification details the essential and desirable skills required for an individual to successfully perform in the role.  It also details at which stage of the process we require you to demonstrate specific skills and competencies.
We recommend you read the job profile and person specification thoroughly before completing your application to enable you to tailor your evidence and demonstrate the skills and competencies relevant to the role you are applying for.

We cannot make any assumptions about your abilities or take into account previous applications or any prior knowledge of you.

How to complete the key achievement section
Within this section we are looking for you to provide us with evidence of what you feel to be your key achievements to date.  If you have recently left full time education or are returning to work after a break include work experience, vacation work or voluntary work in which you have developed skills relevant to the role.  Think about what you are particularly proud of, what impact you had, how you measured your success and what elements you enjoyed and why.

How to complete the skills and expertise section
Within this section we are looking for you to describe 3 areas of activity with which you have been involved.
You will need to provide actual examples where you have demonstrated the relevant skills and competencies.  For each example try to provide evidence that covers a number of the essential and desirable skills detailed in the person specification.  We will be focusing specifically on your involvement.
Your completed application form is then matched against the essential and desirable requirements detailed within the person specification to create a shortlist of candidates to progress to the next stage of selection.
How to complete the supporting information section

This is an opportunity to provide additional supporting information relevant to the position you are applying for that you haven’t had an opportunity to demonstrate elsewhere on your application form.

Please return your application form before the specified closing date.  We can’t guarantee late applications will be considered.  An acknowledgement letter will be sent within 48 hours of us receiving your application. For additional guidance on how to complete your application form please contact the HR Team on 0115 9888 554.
