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Recruitment & Application Guidance
Thank you for your interest in working at YMCA Sutton Coldfield. As well as this guidance, please look at our Safeguarding Statement and Recruitment of Ex-Offenders Policy.
Initial online application
[bookmark: _Hlk144888796]Please complete the online form and upload your CV. You will receive an email message to confirm that we have received your application.
Please note that we can only accept applications electronically. If this presents you with any difficulty, please contact us at HR@ymcasc.org.uk or call 0121 354 5614
Please read this guidance carefully before completing your supporting message on the online form.
1. Read the job description and person specification carefully before you start. This is important because the selection panel will shortlist candidates for interview by comparing the information you give us on your form and CV to the person specification for the job.  
2. Complete the supporting message clearly and concisely. You have space for up to 5000 characters on the form. This is roughly 900 words. 
3. Keep a copy of the supporting message you send us; you might find it useful if we invite you for an interview.
4. Remember to click submit after you have completed the form and uploaded your CV. If you don’t click submit, we won’t receive the details. You can save and return to the form before you submit it. 
5. Some information will be removed and not included in the shortlisting process. This is to help us avoid unconscious bias in the selection process. The selection panel will not see information that could identify you when shortlisting candidates for interview.
6. A DBS check will be required for the successful applicant. For roles working with children or adults at risk, we are legally required to apply for a criminal record disclosure. This is also required as part of our safeguarding processes. We will apply for a Disclosure and Barring Service (DBS) check and ask you to tell us about any unfiltered criminal convictions or cautions.  
Writing your supporting message
1. Explain how your experience, knowledge, skills and values make you suitable for the role advertised. Remember, those shortlisted for interview will be the candidates who best demonstrate how they meet the person specification.
2. Use specific examples. We cannot assume that you have any skills, abilities or experiences and therefore you must give us evidence of what you can do.
For example, don’t simply say: ‘I always show initiative’ or ‘I have good communication skills’.  Give an example of when you have done this, how you did it, what you achieved and how your experience will help you in the post you are applying for. Try to show that you have thought carefully about how the person specification applies to you, particularly your abilities and values.
Examples from both the UK and from other countries are equally acceptable as are examples from a work or non-work setting. Include details of relevant skills and experience you have gained from within and outside formal work; for example from training, running a home, caring for someone and your leisure activities.
Shortlisting and feedback
Shortlisting is completed by a panel of two or three staff members, who review your CV and supporting message. Any personal details will be removed by HR before your application is sent to the panel.
Due to the number of applications, we may not be able to provide feedback to candidates who are not shortlisted for interview. If you have not heard from us within 4 weeks of the closing date, please assume that on this occasion your application has not been successful. 

Thank you for your interest in YMCA Sutton Coldfield. You can find out more information about us at www.ymcasc.org.uk
We look forward to receiving your application  
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