WEST YORKSHIRE FIRE AND RESCUE SERVICE
APPLYING FOR AN INTERNAL ONLY POST
Correspondence will usually be sent to your email account. Please check your email account regularly.
Please read these notes carefully.  They are written to help you complete your application as effectively as possible.  The application forms a very important part of the selection process and therefore you should follow these guidance notes closely.

1. 
Job Description and Person Specification

1.1 Each post is supported by a full job description and person specification.  Please read this carefully.

1.2 The job description outlines the main duties and responsibilities of the post.

1.3 The person specification will show the skills, experience, knowledge and qualifications (if applicable) required of the post holder.  These are the selection criteria against which each applicant will be judged.

2.
Preparation
2.1 Talking through your present and/or previous posts with someone else may help uncover hidden skills that you have previously taken for granted.  It may be useful to talk to someone in HR, or talk it through with a colleague or friend.

2.2 Consider any relevant experience acquired elsewhere or outside of work e.g. parenting, vocational experience, voluntary experience.

3.
Supporting Statement

3.1
This is where you make the case for your suitability for the post.  
3.2
Look at the requirements of the post and the selection criteria contained in the person     specification.  Use the supporting statement to demonstrate how your skills, experience and knowledge match, or are similar to, those listed.  Illustrate your statement with examples.

3.3 Make sure your statement is positive and clearly set out.

4.
General Points
4.1 Ensure that you have fully addressed the person specification in the application.

4.2 Do not make assumptions or take things for granted.  Selection panels will look at the evidence before them and not rely on other knowledge gleaned from personal contact or other sources. 
4.3 Sickness, attendance and discipline records will be considered.
4.4 Please ensure you allow sufficient time to complete your online application prior to the closing date. The system allows you to save your application as you go along, allowing time for you to review the content before you submit your application.

