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GUIDANCE NOTES FOR APPLICANTS ON FILLING IN THE APPLICATION FORM

Please read these notes carefully — they are to help you make the best of your application.

1. DPHA will not accept or consider CV’s

2. The Person Specification within the application form as well as listing the minimum essential
requirements for this post, is very important. The selection panel will consider the information
contained in your application form and will also pay particular attention to your responses on how you
meet the specification, and this information will be used during the selection process.

3. The Selection Panel may find it difficult to make assumptions about the nature of the previous and
current employment from a list of job titles. It is therefore important that you use the space provided
to detail your experience and skills. Please list the name of the posts, the main duties of your previous
posts and your reason for leaving in the appropriate section.

4. One of your references should be your current (or) most recent employer.

5. Paid employment or voluntary work is not the only indicator that you meet the requirements of the
post. As long as you can demonstrate the relevance to the post, life experience and skills are just as
important.

6. The content and quality of your application reflects your commitment to working with DPHA. Many

applications are not considered beyond the shortlisting stage due to insufficient relevant information,
lack of clarity and illegibility

7. If you are shortlisted for interview, the interview panel will wish to discuss the areas covered in the
Person Specification in more detail. The questioning at interview will be designed to assess further
how you meet the criteria in the person specification.



