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How to complete your application

We’ve put together some useful information and a few pointers that could help with your application. After reading this page, you should have all the information you need to give you the best chance in your application.

Before you start

•Allow yourself plenty of time

•Please read all the instructions carefully

•Make sure that you understand all the questions

•Read the information relevant to the position, for example the job profile or job description/employee specification and so on.

Requirements for the role

The 'Relevant Experience, General and Special Knowledge, Skills and Abilities and Additional Requirements' sections on the job profile or employee specification are particularly important as they tell you what you'll need to do the job. How the criteria will be identified/measured is listed which could either be:

•Application form (A) – you need to evidence this information on your application

•Interview (I) – this information will be tested/questioned at an interview

•Certificates (C) - if invited for an interview, you would need to bring appropriate certificates/documents to evidence information, for example qualification certificates
•Presentation (P) – you may be asked to give a presentation on a particular topic, information regarding this would be provided if you are invited for an interview 
•Test (T) – you may be asked to undertake a test regarding a particular skill, for example to evidence your ability to use a Microsoft package such as Excel
Please note that some elements may be tested by more than one method. Each of these is placed into one of two areas:

•Essential (E) - as you'd expect, these criteria are vital to fulfilling the role effectively

•Desirable (D)/Minor (M) - these criteria would be a bonus, but they're not essential to fulfilling the role within the initial induction period

These criteria must be matched to your skills, abilities and experience. Remember, you'll be shortlisted and invited for interview if you can show us how you meet them.

Tips

•Provide us with as much detail as possible to demonstrate how you meet the 'Essential' criteria of the role and give examples

•You must meet the essential criteria in order for us to shortlist you. Desirable/Minor criteria are certainly an advantage, but not crucial. If there are large numbers of applicants for the post then all of the criteria will be used for shortlisting

•Try to make any examples you give as relevant to the role as possible, and as clear and concise as you can. Remember that you can include experience from all sources, including previous jobs, school, clubs, organisations and voluntary work

• Don't forget to keep referring to the 'Responsibilities' on the job profile or job description and ensure that your application reflects the duties listed

•Don't leave any blanks. If there are any questions that don't apply to you, simply put 'not applicable' or 'n/a'
References

•If you are shortlisted, we'll ask for a minimum of two work-related references unless you've indicated otherwise on your application form

•If you're currently employed, one of your references must be your present or most recent employer. We can't accept character references or references from relatives or people writing solely in the capacity of friends
•We recognise that there may be circumstances where applicants cannot produce two work references, e.g.


· where you have not worked before, (such as being a School/College Leaver)

· where you have only had one previous job

· where you have had a career break.

In such circumstances, non-employment references may be acceptable, although they must still cover your skills and abilities.  These could be references relating to part-time or voluntary work, or from your school or college, e.g.  If you have been volunteering in a school, whilst on a career break, you could ask the Head Teacher of the school for a reference.

Our Values and Behaviours

As a council, our vision is 'working together for a brighter future, a better Barnsley'. As part of this, we have developed a set of values which provide a framework for how we do things. This document details the behaviours we expect from our managers and employees. Please note that you may be asked about these if you were invited for an interview. 
Please refer to the Vision and Values framework at the end of this document.
Safeguarding vulnerable people

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

•All shortlisted applicants for posts working with children or vulnerable adults must have completed the criminal record background section of the application form. Applicants for these posts are required to disclose any criminal conviction which would normally be considered to be 'spent'. (Spent convictions are those that happened some time ago, and are not usually required to be revealed, as specified in the Rehabilitation of Offenders Act 1974).

•For more information, please visit the Disclosure and Barring Service website or contact the HR Safeguarding Team on 01226 772291 or 01226 773796. 
Disability Discrimination
•Under the Equality Act (2010), we recognise and welcome our responsibility to remove any barriers in our recruitment and selection process.  We have tried to assess this in our Job Profiles/Job Descriptions and Employee Specifications, however if you feel that there are barriers, please tell us in the application form. 

•As part of the Equality Act we are committed to making reasonable adjustments, wherever possible and it would help us to know your needs in order to do this.
Final check

•Make sure that all sections are complete. If a box isn't relevant, put 'n/a'

•Our closing date and time is a strict deadline, so take a note of it and make sure that your application form is submitted in good time

•Please do not send in a CV as it won't be considered
VISIONS AND VALUES
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Working together for a brighter future, a better Barnsley
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Our Values and Behaviours

Our Values:

Excellence
We are committed to quality and
value for money and believe only
our best is good enough

Working together
We work as one to do the best
that we can for our customers
and our communities

Pride
We are proud of what we do to
make Barnsley a better place

Honesty
We are open, honest, true to our
word, reliable and fair

As employees we will:

J

\ ( \ /Show initiative, commitment and a positive cam (

Be honest, trustworthy and reliable, taking do attitude o .
responsibility and accountability for our actions Be clear about what the council is working to
achieve and feel motivated and aspired to

and decisions ! bt
achieve the council’s vision and values

Take time to build effective working
relationships with colleagues, partners,
customers and the community to ensure
effective and efficient services are available
that meet the needs of the people of Barnsley

Regularly review and seek feedback on our
performance and take responsibility to learn,
develop and continuously improve in order to
reach our full potential

Be understanding and supportive of others,
treating them with fairness and respect,
recognising how our behaviour can be
interpreted and how it can impact on others

Understand what is expected of us and how our
job contributes to the achievement of the

Put the customer at the heart of everything we - o
council’s priorities and outcomes

do and be willing to go the extra mile Be adaptable and flexible in how we approach

our work and take opportunities to change and

Take pride in the job we do and how we perform,
improve the way things are done

recognising and celebrating successes and
achievements

Share skills, knowledge and good practice, Acknowledge mistakes and take responsibility
encouraging and supporting others to do the for addressing, correcting and learning from
best they can them
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As leaders we will;

(Provide people with clear direction and \ / \

Use resources efficiently and effectively,
Kpreventing wastage and duplication j \

-
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/Act as a role model, visibly demonstrating ouh (

purpose to enable them to have a strong sense
of ownership and personal responsibility for the
delivery of objectives and outcomes

Lead and empower people to be innovative, to
think creatively and to feel able to take
managed risks and to make decisions

Work collaboratively and build powerful and
productive working relationships in order to
develop and deliver more efficient and

Cohesive services j
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Communicate honestly, openly and effectively
enabling people to question, challenge and offer
ideas for different and improved ways of working

Involve and gain consensus of those affected by
decisions and actions

Be a role model for inclusive leadership style,
respecting others, valuing differences and
treating people according to their needs

- J

\and improve outcomes

commitment to personal development,
supporting, inspiring, motivating and
empowering people to achieve their full
potential and to do the best they can

Provide regular and constructive feedback on
individual and team performance, challenging
and effectively addressing poor performance

Regularly review and evaluate successes and
failures, customer and employee feedback,

internal and external data to influence priorities

Consistently articulate and actively model the
council’s core values, demonstrating what it
means to work for Barnsley Council

Act as an ambassador and advocate of the
council, building a culture that delivers the best
results for Barnsley and its communities

Display a clear appreciation of individual and
team efforts, recognising, valuing, rewarding
and celebrating successes, achievements and
innovation
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