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Date 
Dear Applicant,
Thank you for your interest in the above post with YMCA North London.  This is the Internal Application Pack and contains the following:

 SYMBOL 183 \f "Symbol" \s 12 \h 
Guidelines on completing your application

 SYMBOL 183 \f "Symbol" \s 12 \h 
Information on Short Listing and Selection

 SYMBOL 183 \f "Symbol" \s 12 \h 
Person Specification Form

 SYMBOL 183 \f "Symbol" \s 12 \h 
GDPR agreement

Please refer to the job description (which is a separate document) when completing an internal application.

Please read all of the information thoroughly before beginning your application.  Please complete your application in full, either electronically or using a black pen before returning, as failing to do so may result in your application not being progressed.  Our preferred method for accepting applications is via email.  Please either complete the form electronically and return or attach your completed application to an email and address it to: recruitment@ymcanorthlondon.org.uk 
.
Short listing will be based on the Person Specification Form, in your supporting statement.  Please show how you meet the selection criteria.

Thank you again for your interest and I look forward to receiving your application.

HR Department 
Guidance Notes
for completing an internal application for employment with YMCA North London
NOTES ON COMPLETING THE PERSON SPECIFICATION FORM

You are requested to complete this form (using supplementary sheets if there is insufficient space for your entries).  It is essential that you complete and return this form with your application.  This form is your chance to show us how well you can do this job.  
In the Knowledge/Education/ Qualifications section, please provide us with details of your knowledge, education and qualifications basing your responses on the details provided in the Job Description (please give examples of where you have put this into practice) 
In the Experience section, please provide examples of when you have demonstrated the essential and desirable attributes detailed in the Job Description enclosed with this pack.  

In the Skills and Abilities section, please give examples of when you have demonstrated the skills and abilities required of the role you are applying for:

WHAT TO DO WHEN YOU HAVE COMPLETED YOUR INTERNAL APPLICATION

1. Return the form as instructed in the covering letter of this pack, by the closing date shown in the advertisement and the covering letter of this pack.
2. Internal Applicants will only be acknowledged via email.

3. Following short listing, you will be notified of the outcome of your application.

SHORT LISTING 

Short listing will take place once the closing date for applications has passed.  

SELECTION
In accordance with the Asylum, Nationality and Immigration Act 2006, we are required to verify that potential employees have the right to work in the UK.  As an employer, we will be committing a criminal offence under the Act if we employ a person who is not entitled to work in the UK.  
IN CONFIDENCE
Post Applied for: _____________________________________________
Please complete in black to facilitate photocopying.  All sections must be completed.
You are requested to complete this form (using supplementary sheets if there is insufficient space for any entry). 
For guidance on completing this form, please refer to the notes for completing an application
Please note that only the information given in this application form will be considered in determining whether or not you will be called for interview.  Please specifically address the criteria detailed in the Person Specification. 

1. DECLARATION  

	If you knowingly submit false information, or attempt to omit or conceal any relevant fact concerning your eligibility for employment then your name will be withdrawn from the list of candidates.  Providing false information is an offence and if this is discovered after you have been appointed you will be liable for summary dismissal.  You may also be referred to the Police.

Please sign this declaration acknowledging your responsibility to disclose any information to the panel which may affect working with children, young people or vulnerable adults.  
I certify that the information given above and overleaf is correct to the best of my knowledge. I accept that if any of the enclosed information is found to be untrue or misleading after my appointment, I may be liable for dismissal without notice.

	Signature:
	Date:


YOU NOW NEED TO COMPLETE THE ENCLOSED PERSON SPECIFICATION FORM
	Name:
	

	Job Title:
	


PLEASE COMPLETE IN BLACK TO FACILITATE PHOTOCOPYING

You are requested to complete this form (using supplementary sheets if there is insufficient space for any entry) 

Please refer to the Completing your Application Guidance Notes section for details on how to complete this form.
	KNOWLEDGE/EDUCATION/QUALIFICATIONS 

	Please provide us with details of your knowledge, education and qualifications basing your responses on the details provided on the Job Description.




	EXPERIENCE

	Please give examples of projects, tasks, experience and learning you have undertaken which example your ability to demonstrate the competencies required of the role.  



	ABILITIES AND SKILLS

	Please detail how you meet the person specification (detailed on the Job Description) for this post, illustrating with examples from work, voluntary or life experiences, and stating why you are applying for this job.



	Please note that if you are invited to interview, you may be asked safeguarding questions about relationship between employees and vulnerable service users

	Signed :
	Date:




GDPR
	I hereby give my consent for the Recruitment Monitoring information provided in the pack to be held on computer or other relevant filing systems and to be shared with other accredited organisations or agencies in accordance with the Data Protection Act 1998 
Signature                                                               
Date 
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