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Dear applicant,
Thank you for applying for this post. Included in your application pack are the following documents:

1) Initial guidance notes
2) Job description & person specification

3) Application form guidance
1) Initial guidance notes

IMPORTANT - PLEASE NOTE:-

Please read the guidance notes carefully to enable you to complete your application. Use these to tell us on the application form - under the heading "Applicant Evidence" - how you think you meet each of the criteria listed on the person specification for this post.

It is our intention to appoint the most suitable candidate for every vacancy in accordance with our Equal Opportunities Policy. To do this fairly, we need all applicants to provide relevant information about themselves. This information should be based on the criteria listed in the enclosed person specification and related to the job description.

Please remember that we are not able to consider previous applications or

personal knowledge of you. This means that if you already work for Mind Aberystwyth either on a paid or voluntary basis, we will not take account of your personal file or refer to your manager unless you have asked them to provide a reference for you.

The information you provide in your application form is the only information we will use in deciding whether you will be short-listed for an interview and it will be used as a basis for the interview itself. Your application form is therefore very important and the following advice is designed to help you complete it as effectively as possible, particularly if you do not have previous experience of completing a form for an organisation using a selection procedure based on an Equal Opportunities Policy.

2) Job description & person specification

The person specification lays out all the skills, experience and abilities that are necessary for the post holder to undertake the tasks outlined in the job description. Please look at this carefully so that you know what the job involves and what the range of expertise required is. Think about why you are interested in the job.

3) Application form guidance
How to complete the form:
1. Please complete all sections of the form.

2. You may find it helpful to do a rough draft first to avoid mistakes, repetitions etc.

3. Ensure the information you give is well organised and relevant.

4. The most useful section of the form is that headed ‘Applicant Evidence’. This should be used to tell us how you think you meet each of the selection criteria listed on the person specification.  Draw particular attention to experience, skills, achievements and knowledge gained in past employment (including community/voluntary work, work in the home or leisure interests) or other activities relevant to the job.

5. Give examples of the work you have been involved in and write in a positive way (e.g. I was responsible for ... I organised...).  Always remember to specify your own responsibilities rather than those of your section or department.

6. It would be useful for the shortlisting if you use headings for each criteria listed and demonstrate how you feel you meet each requirement.  If it is not apparent from your application that you meet 
the requirements, you are unlikely to be short-listed.

The most important thing is to tell us: panels will not guess or make assumptions. Curricula Vitae (i.e. narrative account of working life to date) will NOT be accepted. You must complete the application form in full so that we receive the same type of information from all applicants and so that you directly address the selection criteria.

References:
· On the application form, you are asked to provide names and addresses of two referees. One of these should be your most recent employer/ supervisor. The second should preferably be someone who knows you in a work capacity, whether that work is paid/voluntary/education.

· References will not be taken up until an offer of appointment has been made. 

Mind Aberystwyth is committed to equal opportunities in our recruitment process. In order to find out how well we are doing we need to collect monitoring data as explained below.

1. Race: We are using the 16 categories recommended by the Commission for Racial Equality. This means we can compare our workforce profile to other organisations and the national and local population more meaningfully. If particular groups are underrepresented, we can take steps to address this.

2. Age: This information will help us find out if our workforce includes people across the age range.

3. Sexuality and religion: The aim is to check that we are an inclusive employer.

4.  Disability: A key aim of the Disability Discrimination Act 2005 was to  make sure disabled people have an equal chance of getting into and staying in employment. As an employer Mind Aberystwyth defines a disabled person as anyone who considers themselves disabled and experiences social barriers to entering or participating in employment.

If you have any individualised needs because you are disabled please let us know. These include individualised needs in relation to the completion of the application form; for the interview where assessment exercises are included; or in general, for the purposes of attending the interview (e.g. physical access, communication support, personal support). A member of our team will contact you if you have identified any reasonable adjustments.

If you tell us you are disabled we will make reasonable adjustments to your working arrangements wherever possible. Examples of reasonable

adjustments may include; provision of equipment or support; changes to

working arrangements, duties or hours. If you are successful in your application, a member of our team will contact you to discuss any reasonable adjustments you identify.

5. Experience of mental distress: Mind Aberystwyth aims to reflect the views of those with lived experience of mental distress, including those with severe and enduring mental health problems, in all that it does. We need to know that our workforce includes people with direct experience of mental distress. If you require any adjustments to your working arrangements or require support this can be recorded on the form and a member of our team can contact you to discuss this further should you be successful in your  application.

Confidentiality:

The information that you give us will be regarded as confidential. It will be

held securely in the organisation for monitoring and reporting purposes. Composite, anonymous data will be reported to Mind Aberystwyth's Management Team for equality monitoring purposes. All information will be retained in accordance with the Data Protection Act 1998.

The position has been designated by Mind Aberystwyth as requiring a Disclosure through the Disclosure and Barring Service (DBS) in accordance with the Police Act 1977. As a result, this position is exempt from the Rehabilitation of Offenders Act and therefore all convictions (spent or otherwise) must be disclosed.  

The appointment is subject to satisfactory DBS disclosure.

It is Mind Aberystwyth's decision alone whether or not  the content of the disclosure meets our requirements.

In the light of legislation [Section 8 Asylum and Immigration Act, January 1997], as a condition of being able to commence employment with Mind, the successful candidate will be required to provide documentation to prove that they are able to work in the UK. Such documents will include one or more of the following, as appropriate:

· National Insurance number

· Birth certificate or British passport

· Certificate of registration, or naturalisation as a British citizen

· Passport or documentation evidencing citizenship of an EEA country

How to submit your application

Please submit:

- 1 x electronic copy of your application form by email to: iain@mindaberystwyth.org
OR

- 1 x signed hard copy of your application form by post to the following address:

FAO: Iain Jenkins, Mind Aberystwyth, The Cambria, Marine Terrace Aberystwyth, SY23 2AZ.  Please mark both your application form and the envelope ‘Application for appointment of Mind Aberystwyth Support Officer’. 
Please note that the closing date for receipt of completed application forms is: Friday 28th September 208
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