Brief Guidance Notes for Job Applications

Application Guidance

Thank you for your interest in joining Ross-on-Wye Town Council.

Please complete each section of the application form as fully as possible. If you require additional space to
answer any questions, you may attach extra A4 sheets, clearly indicating the relevant section of the
application form.

Selection Process

Candidates shortlisted for interview may be asked to complete a short practical assessment to demonstrate
their proficiency in Microsoft Office applications, such as Outlook, Word and Excel.

Closing date for applications: 12 noon on Friday 14™ August

Equality of Opportunity

Ross-on-Wye Town Council is committed to providing equality of opportunity for all applicants.

To ensure a fair and consistent recruitment process, all candidates are required to complete our application
form. Please note that CVs submitted in place of, or in addition to, the application form will not be
considered.

Supporting Information
This section of the application form is your opportunity to demonstrate why you are the right person for the
role. Please explain:

¢ why you are interested in the position;

e how your skills, knowledge and experience meet the person specification, particularly the essential

criteria; and

e provide clear examples to support your application.
Applications that provide specific evidence of your experience are more likely to demonstrate your
suitability for the role. If you need additional space, please continue on a separate A4 sheet.

Working Time Regulations
The Working Time Regulations 1998 are designed to protect the health and wellbeing of employees by
limiting average weekly working hours to 48 hours (normally averaged over a 17-week reference period).
To help us meet our legal obligations, all applicants are asked to declare any other employment they
currently undertake.
Having another job will not affect how your application is assessed. Selection will be based solely on your
suitability for the role.
If you are shortlisted for interview, we will discuss any implications of additional employment with you. We
will only contact another employer with your permission.
Where appropriate, the Council may:

o offer the appointment as advertised;

o offer the appointment on reduced hours;

o offer the appointment subject to changes in your other employment; or

e agree an opt-out from the weekly working time limit, where permitted by legislation.

References

We require a minimum of two references. Where possible, these should be your two most recent
employers, including your current employer if applicable.

If you have recently completed your education and have limited employment history, please provide one
academic referee (such as a tutor or lecturer) together with one personal referee.

References will only be requested with your consent.



