
Your application and our recruitment and selection process

The information you provide in your application is the only information we will use in deciding whether or not you will be shortlisted for an interview.  It is therefore very important that your completed form contains both the information we want about your skills, knowledge and experience, and the information you want to give us. 

At Feel Good Factor we take your privacy very seriously.   The information you provide will not be passed onto a third party, unless that third party is deemed to be a member of the shortlisting and interview panel.    The information will not be used for any other purpose other than for recruitment to the advertised post, however, if you are appointed to the advertised post the information may form part of the contract of employment.  We will securely retain the personal information contained in your application form for 6 months before it will be securely destroyed.
These guidance notes are intended to help you to complete your form effectively. 

1. Job information 
Before filling in the form read the job information carefully, especially the job description and person specification.  The job description outlines the duties you would be expected to carry out in this post.   The person specification lists the experience, knowledge, skills and attitude required to undertake the role.    You will need to demonstrate your capabilities in relation to each of the criteria listed.
2. Filling in the Application Form 
Decisions about who will be selected for interview will be based on the information you give in the application form; therefore, application forms should be filled in as completely and as clearly as possible so that we can consider all candidates on the same basis.  Applications should be completed either by hand in black ink or typed in font size 12.  Do not substitute your CV for a completed application form, as this will not be accepted.   


We will not accept any applications submitted after the closing date and time. 

3. Think about your experience
Draw upon your past and present jobs or interest; you may discover you have a broader range of skills than you imagined.    Try not to repeat yourself by using just one area of your experience to cover more than one requirement, try to give examples of how you have gained the skill, knowledge and experience.     Remember, that unpaid and voluntary work can be as important as paid work. 

4. Shortlisting - how we will make decisions
 

After the closing date all the application forms are carefully read by the interview panel to see how each person’s skills, experience and knowledge relate to the person specification.   
Using a fair assessment method, the decision to shortlist for interview is based on looking at who meets the essential requirements.  It is therefore a good idea to ensure your application form specifically evidences your ability to meet all of the essential criteria listed on the Person Specification.  Generally desirable criteria are only considered if a large number of people meet all of the essential criteria.
5. Interview Process
If you are selected for interview, you will be contacted and given details of the interview process.  You may be asked to complete a task as part of the selection process; if this is the case, you will be notified in advance. 

The interview panel will have their own set of questions that they will ask covering key aspects of the job.  The questions are intended to allow you to expand on your application and show the panel how far you meet the requirements of the post. 

During the course of the interview the panel will be taking notes, this is so that the panel has a record of their assessment of each candidate so that the reasons for their decisions are clear, consistent and justifiable.   

You will have the opportunity to ask questions about the job, conditions of service etc. 

6. References 
Two references are required.  Feel Good Factor will not take up any references before a formal job offer has been made.  One of the referees should be your present or most recent employer, or teacher or tutor if you have not previously been employed.
Your referees will be asked to comment on your experience and ability in relation to the person specification and job description.  
7.  Criminal Conviction Disclosure
The post that you are about to apply for may give you the opportunity for access to vulnerable people; as a protection for this client group, Feel Good Factor will require you to disclose any spent or current convictions. In making selection decisions Feel Good Factor will only take account of convictions that are relevant to the Charity’s work and the post applied for. 
8. Safeguarding
Feel Good Factor is committed to safeguarding and promoting the welfare of vulnerable people.  All offers of employment are subject to receipt of suitable references and an enhanced Disclosure & Barring Scheme check (if applicable to the post). 

Feel Good Factor has a legal obligation to check documentary evidence that all potential employees are eligible to work in the UK.  You will be asked to bring proof of your eligibility to work in the UK if you are invited to interview.
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