SECOND STEP 
GUIDANCE FOR APPLICANTS
This guidance is designed to help you complete the application form fully and effectively.  Please follow the steps below to improve your chances of being shortlisted for interview.

Spend time reading and thinking about the job accountabilities detailed in the job description.
· This is especially important for you to decide why you are interested in the job, and to think about your ability to fulfil all its roles and responsibilities.
· Ensure that your application is clear and relevant by doing a rough copy; type where possible, or print handwriting if necessary.  Keep a copy for reference.  Please state whether you are applying for relief support worker or support assistant. 
· Guidance to pages 1 – 3 is given in the text as necessary.

Write your Statement showing how you meet all the essential points in the Person Specification (Specific Job Skills, Knowledge, Experience and Values) for the post 
· This Statement is the main tool by which candidates are selected for interview; it is therefore vital to demonstrate here how you meet all the essential criteria in the Person Specification.

· If there are desirable criteria in the Person Specification these will only be used as a selection tool should all candidates meet all essential requirements of the Role Profile.
· Go through each essential and desirable requirement in turn, describing an example from your work (either paid or voluntary), community, leisure or home life that demonstrates your experience, skills and abilities.

· Be specific and positive in these examples.  If describing evidence of past performance look at (i) the context; (ii) what action you took; (iii) the achieved results.

Finally...
Good luck!


