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GUIDANCE NOTES FOR APPLICANTS
Thank you for requesting an application pack for our vacancy. The application form is the first stage
in the recruitment and selection process and is a key element in being short-listed for an interview
and the possible offer of a job. Therefore, it is important that you complete all relevant sections of

the application form as clearly and as fully as possible.

These notes give guidance on completing the application form and also further information with
regard to the post and the recruitment process.

If you have any queries regarding any aspect of the recruitment and selection process, please
contact the Human Resources Department on 01603 756243 or by emailing jobs@nuca.ac.uk.

Accessibility

If you require copies of documentation in alternative formats, etc large print or Braille, please contact
the Human Resources Department.

Job Description and Person Specification

Please read the post details pack, which contains a job description, person specification and a letter
setting out the closing date for the post before you complete your application form.

e Job Description — provides information about the main duties and responsibilities for the
position. It also describes the purpose of the post.

e Person Specification — sets out information about the characteristics that are essential and
desirable to perform the duties in the job description eg knowledge, skills, experience,
abilities and qualifications that the ideal candidate will have to enable them to fulfil the duties
of the role. Candidates will only be shortlisted if they meet all the essential criteria.

Application Form

Applications should be completed in full and should preferably be typed.

You may submit your application form electronically to jobs@nuca.ac.uk. If you are successful you
will be asked to sign your application if you have submitted it by email. By completing and emailing
the application form, you confirm you are accepting the terms of the declaration as detailed on the
form and understand that any false statement or omissions may result in your application being
withdrawn or your appointment being terminated.
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Supporting Statement and Additional Information

Space is provided on the application form for you to write a statement in support of your application.
You may wish to enclose additional sheets which should be clearly marked with your name and the
position you are applying for.

Your statement in support should address all the criteria listed under the person specification and
state how your previous and present experience enables you to satisfy each of the criteria, using
specific examples that are relevant to the job. This will enable the short listing panel to assess your
knowledge, skills, experience, abilities and qualifications against the requirements of the post.

If you have been out of paid employment for a time, or have never been employed, you may have

transferable skills or experience gained through voluntary/unpaid work or domestic, social or
community activities that you undertake.

Education/Qualifications

In your application you should give details of examinations passed and any professional
qualifications or awards obtained. Please provide details of the grade (if applicable) and the date of
the award. If you are invited for interview you will be asked to bring the original copies of the
gualifications as set out in the essential and desirable person specification which will be copied and
checked against your application form.

Submission of Curriculum Vitae

You may, if you wish, submit a CV with your application form. However, we are unable to accept
CVs without a fully completed application form.

Referees

Please provide the names, addresses and telephone numbers or email address of two people who
are able to provide you with a reference. The first person should be your current or most recent
employer and the other person must be someone who is able to comment on your skills and abilities

required for the post.

If you are not currently working, or have never been employed, you should give the name of
someone who knows you well. This should not be a friend or relative.

References will not normally be taken up unless you are provisionally offered the positions. Al
offers of employment are subject to receipt of satisfactory references.

Equal Opportunities Monitoring

Norwich University College of the Arts is committed to equality and diversity. All applicants will be
considered on their abilities and will not be discriminated against on the grounds of age, disability,
gender reassignment, pregnancy, race, religion or belief, sex and sexual orientation.

As part of its commitment to equality and diversity we undertake equal opportunities monitoring of

our workforce and applicants to enable us to evaluate the effectiveness of our policies and
procedures.
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To help us with this commitment, all applicants are requested to complete and return the Equal
Opportunities Monitoring form as part of their application. Information on the form will be treated as
confidential and will be used in accordance with the requirements of the Data Protection Act 1998.
The information will be used for statistical purposes only, other than for the successful candidate as
the data will form part of their personal confidential record.

The form will detached from your application form before this is given to members of the short listing
or interview panel.

Deadline for Submission of Application Form

You must ensure that your application form is submitted by the closing date. This is a strict deadline
and we regret we are unable to accept late applications.

The University College cannot be held responsible for application forms which are lost or delayed in
the post. If you post your application form, please ensure there is sufficient postage for the size and
weight of the envelope.

Application forms should be emailed to jobs@nuca.ac.uk or posted to:

Human Resources Department
Norwich University College of the Arts
Francis House

3-7 Redwell Street

Norwich

Norfolk NR2 4SN

Interview Arrangements

If you are shortlisted for interview you will normally be contacted by telephone or email by a member
of the Human Resources Department. We will also confirm the interview arrangements by letter.

The date of the interview is normally shown in the advertisement and post details letter.

If you have been unsuccessful in your application we will write to you accordingly. Due to the high
volume of applications we receive we are unable to provide feedback for applicants.

Shortlisted applicants are asked to bring proof of eligibility to work in the UK to their interview. This
will normally be in the form of a passport which will be checked and a copy taken by a member of the
Human Resources Department. For the successful candidate the copy will be held on the personal
confidential file. Documents copied for unsuccessful applicants will be destroyed 6 months after the
recruitment process has been completed.

Offers of Employment

All provisional offers of employment are subject to proof of eligibility to work in the UK, verification of
gualifications, satisfactory references and completion of a medical questionnaire.
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