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Guidance notes on the application for employment and recruitment 
process 
 
This advice note is designed to assist with your application for employment and to explain the 
process that we will use to select the most suitable applicant for the post that you are applying 
for. 

Applying for 
a job 

We want to ensure that every applicant is treated fairly.  The information 
you provide in your application form and any supporting information is 
all that we will use in deciding whether or not you will be shortlisted for 
the selection process. 
 
Your application form is therefore very important and the following 
advice is designed to help you complete it as effectively as possible. 

Making an 
application 

The Job Description lists the main duties of the post and sets out the 
experience, qualities and competencies you should have.  

Please look at this carefully so that you know what the job involves, 
consider how you can match this in terms of your experience, skills and 
knowledge and ask yourself why you are interested in this job? 
 
Your application needs to show the relevant skills, interests and 
experience you have gained.  Give examples of the work you have been 
involved in.  Always remember to specify your own responsibilities 
rather than those of your section or department. 
 
If you have any difficulties completing this form or require any 
assistance in its completion, please contact the Resources Casework 
Team on (01621) 854477. 

Eligibility to 
work in the 

UK 

Should you be selected for interview, you will be asked to provide 
documentation which proves your eligibility to work in the UK. The 
application form allows you to provide your share code for the online 
checking service and date of birth if you have this. 

Personal 
relationships 

with 
Councillors 

or Staff 

If you are related to, or have a close relationship with, a Councillor or 
employee of the Council, we ask you to tell us so that we can make sure 
that all applications are treated fairly. Failure to disclose such a 
relationship will disqualify you for appointment, and if appointed, will 
render you liable to dismissal without notice.  Canvassing any 
Councillor or employee of this Council (i.e. seeking to gain an unfair 
advantage through personal contacts) will disqualify your application. 

Safeguarding The Council is committed to safeguarding and promoting the welfare of 
vulnerable groups including children, young people and adults and 
expects all staff and volunteers to share this commitment. 

Disclosure and Barring checks will be undertaken according to the 
responsibilities of the role. 
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Recruitment 
monitoring 

Maldon District Council is committed to a policy of equal opportunities in 
employment.  To ensure that our Equal Opportunities Policy is effective we 
ask you to complete the Employment Opportunities Monitoring form which 
is included as part of the application form. 

The form is confidential and will be detached from the application form on 
receipt.  It is not seen by managers responsible for shortlisting and 
interviewing applicants.  The information will not be used for selection but 
will be used for statistical monitoring purposes and to ensure no 
discrimination takes place. 

Completion of this form enables us to collect your contact details for 
administration purposes whilst removing personal information from the 
application form. 

Equal 
opportunities 

The Council is committed to a policy of equality of opportunity in 
employment.  This is to ensure that no potential employee or existing 
member of staff receives less favourable treatment than any other 
prospective employee or member of staff on the grounds of gender, race, 
colour, nationality, ethnic origin, religion or belief, marital or civil partnership 
status, age, sexual orientation, gender reassignment, disability, pregnancy 
or maternity, trade union membership, parental status, caring 
responsibilities or is disadvantaged by conditions or requirements which are 
not justified in terms of the job to be done. 

Applicants are requested to complete an Equal Opportunities Monitoring 
form to enable the Council to maintain this policy. 

Education  
and 

professional 
qualifications 

and training 

We are interested in any form of education you have followed, including any 
courses which did not lead to an examination or qualification.  The 
information you give should, therefore, include details of any professional or 
other relevant qualifications including relevant training courses.  We will take 
full note of any education or qualifications gained overseas or as part of a 
Government training scheme.  We would also like to know if you are a 
member of any professional bodies. 

Please include any details of current studies also, even if they are not yet 
completed. 

Employment 
history 

We are interested in any present or past employment you consider relevant 
to your application.  If you have already left school, college or a training 
programme and have not yet had a full-time or permanent job, please give 
details of any other employment you have had such as work experience 
gained on Government training schemes, part-time work, holiday work and 
voluntary work. 
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References We will require two satisfactory references before a job offer is made, one 
of which must be your present or most recent employer and the other the 
next most recent employer. If you are currently not employed, please give 
your most recent employers. If you are in full time education, one must be 
your principal tutor. 

If you have changed your name please indicate the name by which your 
referee(s) would know you.  Your references will normally be taken up when 
an offer of employment is made, although in some instances we will take up 
references in advance of the interview date if the role you are applying for 
will involve you working with vulnerable groups. 

Please note: Personal references will not normally be accepted unless you 
have never been employed. Personal referees must not be related to you. 

Your referees will be asked to comment on your ability to perform the duties 
outlined in the job description and to give their opinion on your 
demonstration of the required personal qualities and competencies.  

Skills, 
abilities and 
experience 

 

This is your opportunity to ‘sell’ yourself to us.  You should clearly 
demonstrate how your knowledge, skills and experience match the 
requirements of the job as outlined in the job accountability statement. 

Criminal 
record 

information 
 
  

 

All applicants for employment with the Council are required to declare any 
conviction or charge still outstanding against them in respect of a criminal 
offence subject to the Rehabilitation of Offenders Act 1974. 
 

Therefore, you are required to complete the enclosed form and return 
it with your application form 
 
The Council has a policy on the Recruitment of Ex-Offenders which can be 
accessed here.  
 

This information will be discussed with you at pre-interview stage or at the 
interview if it is relevant to the job you are applying for. The nature and 
seriousness of any offences, how long ago they occurred and their 
relevance to the job you are applying for will all be taken into account before 
a decision is made as to whether your criminal record information makes 
you unsuitable for the post. 
 

You will not automatically be refused employment with the Council should 
you have a criminal record. 
 

Certain positions within the Council will be subject to a criminal record check 
via the Disclosure and Barring Service – these are positions which involve 
regular contact with, for example, vulnerable groups including children and 
adults and those involved in the administration of the law. The recruitment 
information for each vacancy contains details of employment terms and this 
will confirm the requirement for such a check for the post for which you are 
applying.  
 
Should the role you are applying for require a DBS check, you will be asked 
to declare both spent and unspent criminal convictions. 



Maldon District Council – Safer Recruitment 
Guidance notes on the application for employment and recruitment process 

 

Data 
protection 

 
 

 

Information provided by you on the main part of the application form will only 
be used for specific recruitment purposes and will be copied for use during 
the recruitment procedure. Once the procedure is completed, the data for 
unsuccessful candidates will be stored confidentially for 12 months and then 
destroyed. By completing the application form, you also consent to the 
Council processing this information for the purpose of data checking in 
relation to fraud prevention. 
 
In accordance with the Data Protection Act 2018, any applicant may make 
a written access request to the Council to obtain a copy of paper or 
electronic data about them they believe is being processed as part of the 
recruitment process. 

Returning 
your 

application 

Please ensure all sections are fully completed. If additional space is needed 
please continue on a maximum of one A4 page.  The completed application 
form should be submitted by the closing date.  Any forms arriving after this 
deadline will not be considered for shortlisting unless there are exceptional 
reasons. 

Shortlisting After the closing date the application forms are read carefully to see how 
each person’s knowledge, skills and experience match the requirements of 
the job.  Applicants who, in the opinion of the selection panel, best meet the 
requirements of the job will be shortlisted for interview.   
 
It is Council policy not to respond to applicants who have not been 
shortlisted for interview.  Therefore should you not hear from us within 3 
weeks of the closing date, please assume you have been unsuccessful on 
this occasion. 

The interview 
process 

At the interview, the panel will ask questions which are intended to allow you 
to expand on your application and to demonstrate the extent to which you 
meet the requirements of the post.  You will also have the opportunity to ask 
questions about the job, conditions of service etc. 

The interview panel will ask each candidate the same basic set of questions 
and supplementary questions may be asked based on your answers.  In 
addition you will be asked specific questions which relate to areas unique to 
you e.g. previous work history etc. 

The interviewers will take notes throughout the interview.  Do not be put off 
by this; it is done so that we can be fair to you and the other candidates.  
The notes will enable the interviewers to recall which candidate said what 
and thereby determine the best candidate for the job.  It also provides a 
method of recording the interviewer’s decision in a clear and consistent way. 

In addition, the Council conducts tests and written exercises for some posts 
and you may therefore also be asked to undertake such exercises as part 
of the selection process.  If this is the case, you will be notified in advance 
in the interview letter. 

 

Pre-
employment 
verification 

In addition to the checks regarding references and eligibility to work in the 
UK, your appointment will be subject to other pre-employment checks such 
as a medical check and qualification check for example.  All checks must be 
completed to the satisfaction of the Council. 

 


