Making Your Application

Thank you for your interest in this vacancy.  You should have download or received the following documents 
· Application Form

· Equal Opportunities Monitoring Form

· Job Description/Person Specification
· Project Overview 

Your application form plays an important part in our selection process.  It decides whether you will be selected for an interview and acts as the basis for the interview itself.

The following advice should help you complete the form as effectively as possible.

1.  Look carefully at the Job Description/Profile
The Job Description/Profile givers details of the skills, knowledge, qualifications and experience we require for the job.

Before filling in the form you should have read everything we have sent you.  This will help you to understand what we are looking for in the person for the job.

2.  Why are you interested in this job?
Is the job you wish to apply for a promotion or is it a good employment or career move?  Will it broaden, give you greater experience?  Can you show this?

3.  Look at your experience

Can you show you meet the requirements for the job?

By looking at your present or previous jobs, you may identify ‘hidden’ skills that you might have taken for granted.  This includes any relevant experience gained through your community, voluntary, leisure, family or home interests.

4.  Do a rough draft
If you write your application in draft you will avoid mistakes and repetition and ensure that the final version is well organised, presented and relevant.

5.  Employment History
When listing your employment history, you should ensure that the dates are correct and in the right order.

1. Prism Youth Project is an Equal Opportunities Employer and requires the same range of information for all candidates submitted on a Standard Application Form.  Please do not send a CV as it will not be taken into consideration.
2. Please ensure that all sections are fully completed.  Please state the dates any training was undertaken and ensure the declaration is signed.  The form should arrive by 5.00pm on the closing date.

3. Send the completed application form to Prism Youth Project, Walker Drive, Girlington, Bradford BD8 9ES.
The Next Stage

After the closing date the applications will be carefully considered by the selection panel.  People who best meet the requirements of the job description/person specification will be invited for interview.

If you have not been contacted within two weeks of the closing date inviting you to interview, please assume that you have not been short listed.  We are sorry that we cannot always individually acknowledge all applications.

Short listed candidates will be invited to a panel interview.  Candidates may also be asked to prepare a short presentation and will be given opportunities to demonstrate their suitability for the role.

