A Guide To Preparing Job Applications
You may wish to retain this 'aide-memoire' for reference when you are making written applications for jobs.

The way in which you present both your career history and the supporting information plays a very important part in the selection process.  When, therefore, you are asked to make a written application please follow closely the guidance.  Failure to do so may prejudice your chances.

How to Apply

Career History
Send to the named individual a career history (CV), a suggested format was used early in this document.

Ensure the presentation:
*
is neat, clear no over fussy and if printed make sure it is on quality A4 paper.  If you are included in the first short-list by a consultant or personnel department it will be passed to the recruiting manager

*
it should not run to more than four sides (maximum), ideally three, ignore advice which states two pages only.

*
is factual, positive and concise

*
shows both responsibilities and achievements:  where you have a varied career, details should be limited to the most recent jobs over the last 5-10 years.  Other jobs held should be mentioned only briefly.


Covering Letter
This should be attached to your CV:  your name, the job title and reference number of the vacancy should be shown.

The covering letter and the career history, together with the name of any companies to whom your details should not be submitted if the recipient is an Agency or Consultancy, should be sent without delay.  
