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J O B  A P P L I C A T I O N  F O R M

	Application for post (title)   Recruitment Specialist Consultant
Closing date 12/08/05
Please complete in type or black ink (refer to the attached guidance notes for help) and return to:  
Ian Matheson, People Work Best Ltd, 9 Gunnery Terrace, Royal Arsenal, Woolwich, London 

SE18 6SW               Email: ian@peopleworkbest.com                                      Ref no.     


Part A   Personal Details (use block letters if hand written)

	Full name        
Daytime Telephone no.   0                                       Mobile Telephone no.   0     
Address        
Email       


The council has an Equal Opportunities Employment Policy to ensure that all applicants are treated fairly and are appointed solely on their suitability for the post irrespective of race, sex, disability, sexuality, age, unrelated criminal conviction or whether you wish to job share. All stages of the recruitment process are monitored to check that unfair discrimination is not taking place. Please complete the following by ticking the relevant boxes.
	I would describe my race or ethnic origin as

A. White

 FORMCHECKBOX 
 White British
 FORMCHECKBOX 
 White Irish

 FORMCHECKBOX 
 Greek/Greek Cypriot
 FORMCHECKBOX 
 White Other

 FORMCHECKBOX 
 Turkish/Turkish Cypriot
     Specify if you wish:        
 FORMCHECKBOX 
 Albanian (excluding Kosovan)

 FORMCHECKBOX 
 Kosovan

B. Mixed 

 FORMCHECKBOX 
 White & Black Caribbean             FORMCHECKBOX 
 White and Black African

 FORMCHECKBOX 
 White & Asian                              FORMCHECKBOX 
 Any other mixed background. 

                                                              Specify if you wish:        
C. Asian or Asian British

 FORMCHECKBOX 
  Indian                                          FORMCHECKBOX 
 Pakistani

 FORMCHECKBOX 
  Bangladeshi                                FORMCHECKBOX 
 Any other Asian background

                                                              Specify if you wish:        
D. Black or Black British 

 FORMCHECKBOX 
 African                                          FORMCHECKBOX 
 Caribbean

 FORMCHECKBOX 
 Nigerian                                        FORMCHECKBOX 
 Any other black background

 FORMCHECKBOX 
 Somalian                                          Specify if you wish:        
 FORMCHECKBOX 
 Congolese

E. Chinese or other ethnic group

 FORMCHECKBOX 
 Chinese                                        FORMCHECKBOX 
 Any other group

                                                              Specify if you wish:        
My gender is    FORMCHECKBOX 
 Female  FORMCHECKBOX 
 Male
I am aged between 16 and 65 years    FORMCHECKBOX 
Y  FORMCHECKBOX 
 N

Do you consider yourself to have a disability?    FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

Please state where you saw the position advertised        
The Disability Discrimination Act 1995 defines a disability as follows: a person has a disability if he/she has a physical or mental impairment which has a substantial and long term adverse on his/her ability to carry out normal day to day activities. 

Data Protection Act 1998  We will use the information you have given to monitor the equal treatment of individuals and ensure we promote and maintain equality. 


Part B   Employment

	Name and address of present or most recent employer        
Post held        
Basic salary pa        
Wage pa        
Grade        
Date started     /  /  
Until     /  /  
Notice Required        
Brief description of duties        



	From
	To
	Employer’s Name and Address
	Position held

	  /  /  
	  /  /  
	     

	     

	  /  /  
	  /  /  
	     

	     

	  /  /  
	  /  /  
	     

	     

	  /  /  
	  /  /  
	     

	     


Please continue on a separate sheet if necessary

Part C   Education and Qualifications

Secondary / Further

	From
	To
	Examination results (subject, level, grade)

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     


Academic / Professional

	From
	To
	Examination results (subject, level, grade)

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     


	  /  /  
	  /  /  
	     


Other training courses attended including short, in-service training
	From
	To
	Examination results (subject, level, grade)

	  /  /  
	  /  /  
	     

	  /  /  
	  /  /  
	     


Other qualifications, membership of professional bodies

	     

	Do you hold a current driving license?  FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N        Please specify type      


Part D   Experience / relevant skills / further information

Please state how your experience and achievements to date would make you a suitable candidate for this post, against each of the criteria marked with a ‘++’ in the personal specification.  Include details of any relevant unpaid or voluntary work. When the box below is full, continue on a separate sheet if necessary.
	     


Part E   Verification of employment or education record

A personal reference is not required – information requested will relate to salary, length of service or subjects studied.  Please give names and addresses of two people who can verify your employment record.  One should be your present / most recent employer.

If you have not been in paid employment please give the head of education or training establishment and / or the manager of a voluntary group for whom you have worked.

	Name        
	Name        

	Address        
E-mail        
	Address        
E-mail        


 FORMCHECKBOX 
 If you have not been in paid employment for a long while please click the box.

Verification is only sought after interview except for PO7 posts and above

 FORMCHECKBOX 
 Please click this box if you do not wish the council to approach your present employer until, and if, a firm offer of employment has been made.

Union membership

The Council recognises certain Trade Unions for the purposes of negotiation and consultation and advises all employees, who are eligible to do so, to become a member of one of them. A list of recognised Trade Unions may be obtained from the Departmental Personnel Unit.

Relatives / Other interests

Canvassing of Councillors or officers in relation to this appointment will disqualify you

	Are you related to a Councillor or employee of the Council?    FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

If yes, please give brief details        


	If appointed, do you have any business and / or financial interests which might conflict with the duties of this post?    FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

If yes, please give brief details        


Rehabilitation of Offenders Act

Please note that the following section should only be completed if the job description indicates that the post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.  If the job description indicates that the post is exempt, you must disclose any criminal convictions found against you. If the post has not been exempted then you do not need to disclose any conviction found against you and need not complete this section.

	Have you ever been convicted of any criminal offence?    FORMCHECKBOX 
 Y  FORMCHECKBOX 
 N

If yes, please give details of the conviction(s) and date(s)        


Declaration

I declare that to the best of my knowledge the information given on this form is correct and can be treated as part of any subsequent contract of employment

	Signature        
Date   /  /  


If you are returning this form by e-mail, you will be asked to sign your form upon being called for interview.

Information For Applicants

The London Borough of Camden is at the centre of London’s inner city life just north of the River Thames. It covers an area from the green open space of Hampstead Heath to the office blocks and business centre of Holborn next to the City of London and the shops, theatres and cinemas of the West End.

It is a council with 59 councillors and some 6,000 employees (1998).  Camden Town Hall complex and the main administration offices are all based around Euston Road very near three main line stations; Euston, St. Pancras and King’s Cross plus several tube stations and bus routes, offering easy access to employees who commute. Other depots, Council buildings and offices throughout the Borough are never far from the local transport system.

Planners, engineers, road labourers and gardeners shape the Borough’s landscape, while refuse collectors, streets cleansers and environmental Health Officers help maintain a clean environment. Architects, caretakers, builders, plumbers, estate managers contribute to the design and running of Council homes. Home-helps, social workers, residential care assistants work alongside other professional agencies giving support and care to young and old alike.

Library assistants, arts officers, sports centre attendants, ‘After School Club’ Workers provide enjoyment, education, information and leisure facilities. And there are many other employees providing vital services for residents, workers and visitors to the Borough. 

All Camden employees can expect to receive equal opportunities throughout their career. This begins with the selection/interview process (candidates who feel they have not been treated fairly should write to the Chief Executive within three days) and continues with employee training, development and welfare. For example, Camden provides special facilities in the workplace for people with disabilities.

Training schemes have been developed along with the Equalities Unit to help women, black workers and other under-represented groups achieve recognition at all levels throughout the Council’s workforce.

Camden also offers excellent conditions of service. Where practical, employees can work flexi-hours or job share with other employees to suit their lifestyles. There are flexible and generous leave schemes, travel loans, subsidised restaurants and canteens. There is also plenty of opportunity to become involved in local trade union issues and many sports and social activities.

These are just a few of the features that make Camden an interesting and caring employer to work for.

Equal Opportunities Employment Policy

The purpose of this statement is to make clear Camden’s commitment to the principles of Equal Opportunities. Camden believes that an Equal Opportunities Employment Policy is the best employment/management practice which will benefit not only the employees of the Council but also the community they serve.

How  the Policy Works

The Policy commits the Council to eliminating discrimination in its employment practices and to this end a code of practice on selection has been adopted which is particularly aimed at groups of people who ay experience difficulty in gaining employment because of race, marital status, disability, sexuality, age, religious belief, creed, or unrelated criminal conviction.

Black and Ethnic Minorities

The Council opposes all discrimination on the grounds of colour, race, nationality, ethnic or national origin or religious belief. Camden is taking positive steps to eliminate discrimination both in the employment practices and in the delivery of services to the community. Specialists in Personnel and Policy Division and the Equalities Unit are responsible for advising on employment issues affecting black and ethnic minorities.

Women
Camden has taken, and continues to take positive steps to eliminate discrimination against women, and to enable women to take advantage of career opportunities and training. Specialists in the Personnel and Policy Division and the Equalities Unit are responsible for advising on employment issues affecting all women. 

Disability and Disablement
Camden recognises the positive contribution made to its work by its employees with disabilities, and their right to a full and fair consideration in all aspects of employment. The Council is committed to reducing and eliminating any discriminatory features in the work environment, and to assist all employees in fully carrying out their duties. Specialists in the Personnel and Policy Division and the Equalities Unit are responsible for advising on employment issues affecting people with disabilities.

Lesbians and Gay Men

Camden is committed to ensuring that lesbians and gay men are not discriminated against in employment and in delivery of services to the community. Specialists in the Personnel and Policy Services Division and Equalities Unit are responsible for advising on employment issues affecting lesbians and gay men.

Age
All appointments are made by assessing candidates’ suitability for posts and age, unless specified by law, is not a factor in assessment.

Monitoring

All aspects of recruitment, promotion and training are monitored to measure the effectiveness of the Equal Opportunities Employment Policy. In this way the Council can alter its procedures if they are ineffective. A policy of Equality Targeting has been adopted by the Council to begin to redress the imbalance in the workforce.

Harassment

The Council will not permit any harassment, and any alleged harassment will be investigated and disciplinary action may be taken against an employee.

Grievance/Complaints Procedure

Camden operates a procedure to deal with complaints relating to appointments. Candidates who consider that they have not been fairly treated should write to the Chief Executive at The Town Hall, Judd Street, London WC1H 9JE within three days and the matter will be investigated.

Individual Rights
No aspect of the Council’s policy detracts in any way from a person’s right to refer a case to an employment tribunal or any other body which deals with the enforcement of the Sex Discrimination Act 1975 and the Race Relations Act 1976.

Guidance Notes for Candidates

In Camden, the application form plays a crucial part in the selection process, both in deciding whether you will be short-listed or not, and at the interview itself. It is vital that you complete this form as fully and accurately as possible, whether you are already working for the Council or not. The following advice is designed to help you, particularly if you do not have experience of filling in application forms. All information you include is confidential. If you are filling in the application form by hand write or type out the application in black ink or type. All applications are photocopied and other colours may not copy well. Read the advertisement, job description and any further details carefully.

The advertisement will tell you what essential and desirable skills, ability knowledge and experience we are looking for. You will need to have all the essential skills and it is an advantage to have some or all of the desirable skills.

The Job Description and Person Specification tell you what tasks the successful person will have to do, and how the job fits in with other employees. The person specification details the qualifications, experience, skills, knowledge and abilities we are looking for, and will form the basis of our selection decisions. In your application you are strongly advised to describe how your experience enables you to meet these criteria, in particular those marked with a ‘++’.

Completing the Application Form
Fill in all sections of the form – you do not have to fill up all the space given. If completing the form electronically, you can click on the boxes to indicate your response and complete more detailed sections by typing in the greyed areas. If you are applying using a CV, please complete Section A and indicate in Section B that you have attached your CV. Make sure you are clear and read your application through carefully to check for any mistakes. Return to the address shown at the top of the application form.

Personal Details: Part A

Make sure that you complete this fully using block letters.

Equal Opportunities – The Council is an equal opportunities employer and expects all successful applicants to support the policy actively. Applicants are expected to fill in the monitoring sections of the application form.

Employment: Part B

Write here the names and addresses of your present and past employers and the dates you were employed by them. This section should include any part-time or temporary jobs.

Education and Qualifications: Part C

Make sure you give all the information needed, including dates. Make clear the level of your examinations e.g. GCSE, GCE ‘O’ Level or ‘A’ Level etc. and the grades you obtained. Also include here any special skills training you have had.

Experience: Part D

This is the most important section. It is a good idea to write down all your ideas in a draft on a separate sheet of paper, before completing this section of the application form. You should state why you want to join the Council in this post, and write why you are a good candidate. Think carefully about why you are suitable for the post. Relate your skills, knowledge and experience to the duties of the post as fully as possible. Take into consideration any paid or unpaid work you have done in the past and any work you are doing now. Do not forget to include any relevant voluntary or community work, leisure interest, and relevant non work experience. You may find it helpful to discuss the contents of this section with a friend. You can continue on a separate sheet of paper if necessary.
Verification of Employment Records: Part E

All candidates – your employment record will be confirmed with your current or most recent employer, and similarly internal candidates must provide the name of a supervisor or manager most closely involved in your present work. School leavers will have a recommendation from their head of school, or head of an educational or training establishment, which will be appropriate for this section of the application form. People who have not been in paid employment for a long time should tick the appropriate box.

Information for Disabled People. 

Recruitment and Selection Process

The London Borough of Camden takes care in the recruitment of employees and aims to eliminate discriminatory barriers to employment. With particular regard to disabled job applicants, Camden recognises that job opportunities will be denied if unnecessary or extensive physical and sensory requirements are imposed.

To ensure good practice in the selection process, recruiters are required to undertake training in the construction of Person Specifications and to ensure that they follow Camden’s Equal Opportunities Policies and anti-discrimination employment law.

The Person Specification, which you should have as part of the application pack, is a list of carefully considered and justifiable criteria based on the job description. This enables recruiters to assess (as objectively as possible) an applicant’s suitability to be short-listed and appointed to a job.

People are asked to declare their disability when applying for Council vacancies and to present skills and abilities for full and fair consideration. Disabled job applicants must be short-listed and interviewed if they meet the minimum requirements as stated on the Person Specification. 

Use of Facilitation Equipment

It would be difficult to imagine an occupation where tools need not be used or where the use of equipment was not necessary. For example, without tools mechanics and carpenters would lose the ability to carry out their trades.

Office workers have a multitude of equipment needs, ranging from the ballpoint pen to sophisticated computer terminals. Many accountants would be disadvantaged if they were denied the uses of calculators. However, calculators should be regarded as efficient tools, which in no way detract from people’s skills or educational attributes.

Non-disabled people have come to expect and take for granted the tools/equipment which enable them to work. In the same way, the Council seeks to provide the appropriate tools/equipment for use by disabled in their workplace. 

Camden Council has helped to obtain a variety of facilitation equipment for disabled staff. Prior to provision, equipment is evaluated for its suitability and efficiency in relation to the post and person. Items of facilitation equipment which are already in use in Camden include: electronic Braille displays, large character displays, voice synthesisers, talking calculators, closed circuit televisions, spell checkers, inductive couplers, dexterity adaptations, spine-design chairs, lightweight wheelchairs and electric wheelchairs. Electronic items which give alternative methods in accessing information are generally combined with desk-top, or lap-top computers.

Access

Camden’s positive Equal Opportunities policies as they affect disabled people, manifest themselves in two main ways:

(a) the support given in terms of training/personal welfare and the provision of equipment; and (b) the extension of support outside the immediate workplace by use of imagination and informed building programmes, aimed at improving parts of the environment to which disabled people should have access. 

As a responsible employer, a main Council aim is to ensure that Council buildings are free of the traditional barriers which face disabled people elsewhere. Steps, entrance, ramps, lifts, toilets, inductive loops office layouts and equipment are all areas which have been assessed and improved. This continuing programme or improvements and adaptations seeks to reflect the changing needs of our staff and visitors. 

Camden Council’s influence over buildings and streets within its boundaries, but outside its own offices, also directly benefits disabled people. We have taken responsibility for dropped curbs, relief paving for people with vision impairments, good lighting and accessible play and recreation facilities. Lastly, we negotiate with developers and aim to ensure that buildings to which the public are to have access include, and do not exclude, disabled people.

Completing Your Application (further notes)

Thank you for your interest in working for Camden. This pack includes some information about the Council together with a detailed job description and a person specification and general information about employment conditions. You are advised to read carefully the section concerning the Council’s Code of Conduct relating to recruitment. 

In completing your application please use the form provided. If there is insufficient space in any section of the form you may continue on a separate sheet. 

We reserve the right to approach any previous employer (or Line Manager) about a short-listed candidate’s character and performance before interview. After interview we may explore any aspects of a reference by telephone with a current or past employer. 

To assist us to process your application quickly, please ensure that you complete the top section of the application form, giving the title of the job you are applying for.

Completed applications should be returned, by the advertised closing date by e-mail to ian@peopleworkbest.com or by post to Ian Matheson, People work Best Ltd, 9 Gunnery Terrace, Royal Arsenal, Woolwich, London SE18 6SW. Please mark your envelope ‘Camden Recruitment’.

People Work Best will acknowledge all applications and will ensure to are kept advised of your application’s progress.

All offers of employment are subject to satisfactory references and medical clearance. All employees are subject to a probationary period of six months.

Core Values

The purpose of the Council is to improve the quality of life of the people of Camden, and through partnership make Camden a borough which people want to live and work in and visit. 

Within this framework, our aim is to provide the highest quality service to all our publics – in the most efficient and effective way we can within the resources we have – giving priority to the needs of vulnerable people and seeking to counterbalance any adverse effects of market forces upon our community.

Underpinning the Council’s activities are four basic principles:

· To achieve quality and equality in service delivery

· To be responsive to our users

· To develop our staff

· To provide high quality leadership and management

A Commitment to Quality

The Council has a strong commitment to improving the quality of its services. Our Camden Plan states that “We want Camden to be well known for the high quality of its services, delivered on time in a polite and friendly way”.

We have adopted a Quality Framework which sets out 10 principles of quality which all services are expected to deliver. Each department has developed their own quality programmes which show how they are going to achieve these principles and make real improvements to the quality of their services.

Recruitment

When applying or being considered for a job, the following information must be disclosed on the basis that it will be considered confidentially:

· If you are a relative, close friend, landlord or tenant of a Councillor; if you have a personal relationship with someone who may select you for a job, manage you or be managed by you;

· Anything about your circumstances that may case loss of public confidence if it were revealed. For instance, being in rent arrears to the Council when applying for a job in the rent recovery area will normally be considered to be a conflict of interest;

· Unless excluded by the protection of the Rehabilitation of Offenders Act 1974, any criminal record should be revealed as well as any charge in respect of a crime that, if you are convicted, may make you unfit for your job, such as an Accountant charged with fraud;

· Any association which you, your partner or close relative may have with any organisation which provides goods or services to or which benefits financially from the Council where the post applied for involves monitoring or dealing with that organisation in any way.

When applying for a job you must not look for any undue favours from any Councillor or anyone involved in a selection process.

Whilst all and in particular senior officers have a duty to behave in a non-political way in the course of their employment you should note that under the Local Government and Housing Act 1989 there are certain posts that restrict political activity. These include ‘specified’ posts such as a Chief Officer, a post which involves giving regular advice to the Council or speaking on behalf of the council, or a post whose salary currently is or exceeds spinal column point 44 {PO5} of the salary scales for Administrative, Professional Technical & Clerical employees of the Council. It is possible, in some cases, to gain exemption for these provisions.

Where relevant, the restrictions in political activity are incorporated into the contract of employment of employees and care should be taken not to break them. Any officer covered should seek details on the limitations contained with the Act from their manager of Departmental Personnel Officer.

Conditions of Service and Staff Facilities

Annual Leave

We offer generous annual leave plus one day extra leave at both Easter and Christmas and one day leave during the year in lieu of May Day (pro rata for job share and part time posts). There is also additional leave entitlement for long service. Maternity/paternity, nominated carer/dependency and other leave is granted to staff who fulfil their necessary conditions to enable them to combine their career with their domestic obligations.

Working Hours

The basic (full time) working week is thirty-five hours. Candidates should realise, however, that the duties and responsibilities required of the postholder will at times require a display of commitment that goes beyond their basic contracted terms and conditions.

Payment of Salary

Payment is made on the fifteenth day of each month for the whole of that month by credit transfer into a bank or building society.

Superannuation

As a contributor or potential contributor to the Council’s pension scheme you have three choices

· To remain in or join the Council’s scheme

· Choose to contribute to SERPS

· Choose a Private Personal Pension Scheme

Season Ticket Loans
An interest free season ticket loan scheme is in operation for all members of staff who have completed their probationary period. A small administration fee is payable for use of the scheme.

Welfare Service

Completely private and confidential counselling and advice on personal work or work related problems is available within the Occupational Health Unit. No Council officer or elected Member can obtain personal information without your permission.
Confidential
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