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Guidance Notes For Completing Your Application Form
We receive many applications for vacant posts. To give applicants the best possible chance of demonstrating their suitability for the job, we have created these guidance notes to help candidates fill in a successful application form. Please read these guidance notes before completing the application form.

· It is our intention to appoint the best candidate for every vacancy and to do this fairly we need all applicants to provide relevant information about themselves.  This information should relate directly to the requirements of the job, which are listed in the enclosed Person Specification and which are regarded as essential in order to work effectively in post.

· Your application form should provide us with as much relevant information as possible.  You should not assume that the interview panel will be familiar with the type of work/activities you have experienced in the past and therefore, you should provide detailed information.

· Please complete all sections of the form.  It may be helpful to do a rough draft first.  Please write as clearly as possible.
· Section 5, Additional Information is the most important part of the form.  You should refer to the Person Specification and provide detailed information under appropriate headings so we can make an assessment of your suitability.

· If you do not use the headings provided the interview panel may have difficulty in determining your suitability for the post and, therefore, it is less likely that you will be selected for interview.

· CVs will not be accepted.  You must complete the application form in full so that we can receive the same type of information from all applicants and so that you directly address the requirements of the job.

Good luck with your application and thank-you for your interest in volunteering for the Berks, Bucks & Oxon Wildlife Trust.

Human Resources Team
Berks, Bucks & Oxon Wildlife Trust


Application Form
Please complete and email to: Becky Downey berkshireeducation@bbowt.org.uk
using your name in the filename for the attachment. 
	Role applied for: Volunteer Learning Team Trainee (Windsor Great Park)
Closing date: Sunday 5th February (11.59pm)


	1. Personal Details

Title: 

First Name: 
Last Name:

Email: 

	Address:
Postcode:
Contact no: 



	I declare by submitting this form that all information given is, to the best of my knowledge true and complete. I understand that if I submit any information that I know is false, or if I withhold any relevant information, this may lead to rejection of my application or if I have already been appointed, my dismissal.

Signed:                                                           Date:       

(Please type name if submitting by email to confirm your declaration.) 


	2. Recruitment Monitoring

How and where did you learn of this vacancy?




	3. Driving Licence

Do you have a current UK-Valid Driving Licence?

Please give details of any current endorsements:

Do you have access to a motorised vehicle available for business use?



	4. References
Please give details of two people, unrelated to you, to approach for references. The first could be your most recent employer, line manager or tutor if possible.  The second should be someone who is able to comment on your work abilities.


	Name:

Position:

Relationship to you:

Address:

Postcode:

Telephone Number:

Email:

May we contact your reference before interview?


	Name:

Position:

Relationship to you:

Address:

Postcode:

Telephone Number:

Email:

May we contact your reference before interview?




	5. Additional Information

	What interests you about this role?


	Tell us about what settings you’ve worked or volunteered in previously?


	What is your experience of working or volunteering with children and young people?


	Tell us about when you’ve communicated with a range of people from different age groups and backgrounds, and how you vary your style.


	N.B. If you have a criminal record you can still volunteer in most roles, depending on your offences. This role will require a standard Disclosure and Barring Service check, as you would be volunteering with children and/or vulnerable adults.



