Guidance Note To Be Issued To All Job Applicants

Introduction

The Civil Service Commissioners Recruitment Code sets down the principles which all Civil Service selection processes must follow.  The Code is a legal document applicable to the recruitment of all Crown Servants and takes precedence over statutory employment legislation.  Departments and Agencies are subject to audit by the Commissioners to ensure compliance with the principles laid down and the RPA Selection Process has been designed to meet those principles.  To access the latest version of the Code go to www.civilservicecommissioners.gov.uk.
Prior to Submitting an Application

All prospective applicants should ensure they are eligible to apply for an advertised post.  All applicants for posts in the civil service will need to satisfy the Civil Service Nationality Rules which can be accessed on line at http://www.civilservice.gov.uk/careers/nationality_rules.  

If you are eligible to apply for advertised posts, you may apply for more than one post at the same time.  No priority will be given to RPA applicants.

Completing the Application Form
To apply you must fill in a job application form (either REC1, REC2 or REC4) stating clearly the experience and competences you would bring to the post. The evidence you provide for the skills based essential and desirable criteria should be based on the STAR approach. This will be assessed during the sift and interview stages. 

The STAR approach enables you to give evidence based information about previous tasks or situations you have been involved in a systematic way.  It will help the selection panel to gather valuable information from each candidate who should have provided evidence in the following format:

· Explain the Situation or Task you were involved in.

· Identify the Action you took as an individual, and why.

· Explain what the Result was.

The STAR model is used as it can find out specifically what you as a candidate have done before. 

The recruitment panel will be looking for evidence of STAR in your application and will be asking questions at interview for each of the selection criteria being assessed using this approach. 

Ideally your examples should be recent and work-based but examples from other activities (e.g. voluntary work) could be considered providing they are recent and relevant. 

Other forms included in the application pack
The job application pack also includes an ethnic monitoring form. The latter should be completed and sent with your application form to enable RPA to carry out monitoring of the overall vacancy filling procedure.  The completed form will not be passed to the sift or interview panel and will be held by HR.
Guaranteed Interview Scheme

RPA supports the “Two Ticks – Positive about Disabled People” scheme and as a result if you are disabled and meet the advertised essential criteria for the post you will be guaranteed an interview if you complete the appropriate box on the front page of the application form.

If invited to Interview
If selected by the sift panel, you should prepare yourself for the interview by reviewing the job description which contains the selection criteria for the vacant post.

If Successful at Interview
If your interview is successful you will be asked to confirm your continued interest in the post within 3 working days.  If you indicate continued interest your name will be withdrawn from any other RPA recruitment campaign for a post at the same grade as the post you have successfully interviewed for.  Your offer letter will ask you to confirm the details of any other RPA vacancies that you have applied for.

Appointment of Existing Civil Servants
The Business Sponsor will negotiate your release date with your current Line Manager and with you.  RPA work on the expectation that the transfer date for existing civil servants is a maximum of six weeks from the date of the letter offering you the job, though a different date can be agreed.

Appointment of External Applicants
As a new entrant to the civil service your offer of a post will be conditional on the successful completion of standard pre-employment checks into nationality, immigration status, health and security.  

Unsuccessful Applicants

If your application is unsuccessful at either sift or interview stage you will receive written notification.

General Points to Consider
You may complete the application form by hand or typescript using a font of at least 10 point size.  Your handwriting (if used) will not be assessed, but you should write clearly and concisely, as we must be able to read and understand what you are telling us.  It is very important that you are clear, in the examples that you give, what your contribution was.  Avoid using the word ‘we’ and concentrate instead on what you did.

Please do not include a C.V. as an alternative to completing the application form, as it will not be read.

Closing Date
You must submit your application by the closing date given in the advert and job description.  No extensions will be given and late applications will not be considered.  Applications submitted by email or fax will be accepted on condition that a signed hard copy is signed if called for interview. 

Summary and useful tips

· check that you are eligible to apply; 

· ensure your application is fully completed 

· prepare thoroughly for interview; 
· if you are disabled and meet the essential criteria you will be guaranteed an interview if you complete the appropriate box on the application form.
For example 





If writing skills are an essential criteria for the post, you might provide the following evidence:





“My job involves producing standard letters and internal minutes. However, I have been Chair of our local community project for several years and so I write letters and reports to individuals and businesses, usually for fund-raising purposes. Recently I wrote a report to the Council to …….”








