



APPLYING FOR EMPLOYMENT WITH THE BOROUGH OF BROXBOURNE

Thank you for your interest in working with us at the Borough of Broxbourne. The following information is intended to tell you about our recruitment service and to help you make the best of your application.

MAKING THE BEST OF YOUR APPLICATION
To apply for the position you are interested in please complete the online form.  The decision on whether you will be shortlisted for interview will be made solely on the basis of the information you provide on the form.  The following guidance is designed to help you make the best of your application.

· Complete all sections of the application form even if you attach a CV.  If a section does not  
         apply to you, mark it as such.

· The ‘Supporting Information’ section allows you to make your case for your suitability for 
the job.  Consider the skills required for the post and provide evidence of your suitability by    
giving specific examples of experience, skills and achievements.  If you have limited work 
experience, you may wish to detail any responsibilities, experience or achievements 
gained outside of the workplace.
  
· It is advisable that you inform your referees before we contact them to obtain the 
         references.

· To ensure that our Equal Opportunities policy is effective, please complete the monitoring 
         form which is used for monitoring purposes only and is not available to the shortlisting or  
         interviewing panel.  

All applications must be received by the closing date and are acknowledged on receipt.


WHAT YOU CAN EXPECT FROM US
We aim to provide a recruitment service which is responsive to applicants and is of the highest possible quality.

Performance standards

· We aim to respond to all telephone enquires within 3 rings.

· [bookmark: _GoBack]After the closing date we aim to inform you by email within 10 days if you are being invited for interview.

· If you are offered a position, we aim to make this offer within 10 working days of your   
         attendance at interview,


QUALITY SERVICE 
Broxbourne Council welcomes applications from all sectors of the community.  If you require assistance in either completion of your application or in attending for interview, please contact the Personnel team so that we can facilitate your needs or make appropriate adjustments.

If you wish to comment on any aspect of the service you have received, we are pleased to hear from you and aim to use such feedback to improve the service.

If you wish to complain about any aspect of the service the Council operates a corporate complaints procedure.  We will deal with your complaint as a matter of urgency and respond within a maximum of 10 calendar days.

All data will be stored securely within the Council’s applicant tracking system.  The data belongs to you therefore should you no longer wish the Council to have access to your data you can close your account at any time.

