Guidance notes for applications

With this pack you should have received an application form, a job description, a
person specification, a description of RAISE, and our Equal Opportunities Policy.
Please read all of these documents carefully before completing the application form.
You are advised to read through the application form before you start and you may
find that it helps to prepare a rough draft.
When completing the application form please pay particular attention to the person
specification. We will expect you to address all the qualities in the list and convince
us that you are the person we are looking for.
We will be more convinced if you can give examples of what you have done and
explain how you did it. The examples need not be directly related to this job – they
could be something equivalent from your own experience whether at work or
elsewhere
See the appendix for more info on completing the ‘Information, experience,
knowledge, skills and abilities’ section.

Equal Opportunities
RAISE is striving to be an equal opportunities employer and provider of services and
welcomes applications from all the community. Our aim is to ensure that no job
applicant or employee receives less favourable treatment on the grounds of age,
disability, gender reassignment, marriage and civil partnership, pregnancy and
maternity, race, religion or belief, sex, or sexual orientation.

The information gathered on our Equal Opportunities form is used to monitor the
effectiveness of our equal opportunities policy in recruitment and selection and this

helps us to develop and improve. Please complete all information in full, including
sections relating to both the job and your personal details. When we receive your
application, the equal opportunities form will be detached from your main application
and processed separately. This information will not be available to the short listing /
interview panel and will not be used to make any decisions about your suitability for
employment.
Declaration
You are required to confirm that the information you have supplied is true and
accurate. Deliberate falsification of information will lead to disciplinary proceedings
and may result in dismissal.
Delivery
Please email your application to: admin@benefitsadviceteam.co.uk to arrive on or
before the closing date mentioned on the application form.
Safer Recruitment
‘A safer setting starts with safer staff’
This organisation is committed to safeguarding and promoting the welfare of children
and expects all staff to share this commitment
As a Disability Confident Committed Employer we have committed to:







ensure our recruitment process is inclusive and accessible
communicating and promoting vacancies
offering an interview to disabled people
anticipating and providing reasonable adjustments as required
supporting any existing employee who acquires a disability or long term
health condition, enabling them to stay in work

 at least one activity that will make a difference for disabled people

Appendix: STAR
How to use STAR effectively in your Job application and interviews.
“What’s STAR?”
Situation
Task
Action
Results
STAR is a great tool that can help you secure the job. While it has been around for a
long time, it still provides an excellent guide for job applicants. STAR provides a
structure that assists you to present examples as part of your written application or in
an interview (typically competency based ones). It allows you to describe a situation
or problem; highlight the task you had to accomplish; tell what actions you took to
achieve the task; and show the result – what you achieved and what you learned.
So, how do you use it? See the example on the right for an idea of how to use STAR
in your job application. It looks easy, but there are some tricks to making your
example display your abilities in the best possible light. Like any tool, however,
STAR is only as good as you make it. It can be used very effectively, or it can
demonstrate, for example, that you really don’t have those excellent writing skills you
claim.
1. Start with a strong example
Use an example that is at, or above, the level of the job you are going for. Make sure
the situation was challenging, something outside the day-to-day routine. Select a
task or challenge that you did well and achieved a good result. You want to paint
yourself in the best light. Finally, though we shouldn’t have to say this, make sure it
is a real example that you write about in your job application. You may be asked to
talk about it in an interview, so you need to be confident you can do that.
2. Focus on what’s most important
Keep your discussion of the situation and task as brief and succinct as you can –
that information is not as important as what you did to address the problem and how
you achieved a good outcome.
3. Make your role shine
Be very clear about what your role and responsibility was, and what actions you
personally took. If it was a team effort, say so, but you still need to say exactly what
you did within the team. Try to keep it sequential and if challenges arose, briefly
describe them and what action you took to deal with them.
4. Go for a big finish
Increasingly we are expected to be outcome-focused, and the outcome is the good
result you, your team, your unit, your branch and your organisation, achieved. Think
about how you measured success, in tangible benefits. If you can show how your

action contributed to the organisation’s goals and objectives, even better – that helps
you address that difficult capability, “supports strategic direction”.
5. Write it well
Remember, everything in your job application displays your written communication
skills. Use plain English and short sentences, avoid jargon, and use active rather
than passive verbs (e.g. say ‘I organised a meeting’, not ‘a meeting was organised
by me’). Keep it succinct, to the point and interesting for the reader and proofread
carefully. And don’t underestimate the importance of ‘white space’ for readability –
keep paragraphs short, put some space between each paragraph, and have good
margins at the top and bottom and on both sides.
Summary
STAR can be a powerful tool to show the selection panel how well you meet the
selection criteria, competencies or capabilities, but it’s up to you to use it well in your
job application. Find a strong example that displays your abilities, set it out clearly
and succinctly, and show how it contributed to achieving your unit’s objectives. A
good example in your job application, that is also well written, will go a long way
towards getting you an interview, and ultimately the job!

For example
Situation: Our Department was conducting a consultation to determine people’s
views about a proposed change to legislation.
Task: I was responsible for collating, sorting and summarising the feedback from
several feedback sessions of the consultation.
Action: First I ensured I understood exactly what the aims of the consultation were
and the information my manager was seeking. I then developed a table for
responses, themes, specific issues and comments. I could check back if any issue
was queried. I grouped feedback themes and noted any issues and comments,
such as related legislation. I was careful to work systematically through the
feedback sheets so no important information was missed. When the feedback was
collated and summarised, I presented the results to my manager and director.
Result: My manager and director were both pleased with this work. My department
was able to identify both positive and negative issues and key concerns, and work
through them in progressing the new legislation.

