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The University of Essex Students' Union is committed to its Policy and Code of Practice on Equal Opportunity in employment and welcomes applications from all sections of the community.

Notes on completing the application form

1.
Part 1 is the main Application Form, which will be used as the basis for short-listing and selection.   CV’s will not be considered as part of the process.
2.
Part 2 provides us with personal information which is required for personnel records of the successful candidates.   This part is not given to the Selection Panel - all candidates are identified to the Selection Panel by number only.   The names of the candidates shortlisted will be presented to the Selection Panel only once selection has taken place.  Some of this information will be held on computer and, under the provisions of the Data Protection Act 1998, individuals have the right to check the computerised information held on them.   
3.
Part 3 provides us with information to enable us to record, track and monitor information in relation to our Equal Opportunities Policy.
3.
Job-sharers are welcome to apply for the majority of Students' Union posts.   If you apply as a job-sharer, please indicate this on the form, giving the name of your job-share partner, if you have one.   Please note that your job-share partner will have to complete a separate application form.

4. In completing the application form, please bear the following in mind:

a)
you are required to sign the declaration in Part 1 of the form certifying that all the information you have provided is, to the best of your knowledge, accurate.


b)
the Students' Union may wish to check any of the details you have provided, and
           any job offer will be subject to the receipt of satisfactory references.
c)
providing incorrect information or deliberately omitting or concealing any relevant facts will result either in disqualification from the selection process, or, where the discovery is made after an appointment, in instant dismissal.

d)
you must be eligible for employment in the UK before you seek an appointment within the Students' 
Union.   However, if you were appointed to a position and you did not hold the relevant documentation, 
the offer of appointment would be subject to satisfactory receipt of the relevant documentation, and employment would not commence until this was received. If you do not hold a National Insurance Number, 
you can be employed subject to you applying for one as soon as you are offered the position.

5.
All sections of this application form must be completed.   If you have insufficient space in any section, please continue on a separate sheet of paper and ensure that it is attached firmly to the main part of the form.

6.
Please use black ink or typescript as the form will be photocopied.

7.
Please ensure that the form is submitted by the closing date, although the Students' Union reserve the right to consider any late applications received.   A faxed or email copy will be acceptable on the closing date but the original must be forwarded by post.

8.
If you wish to receive an acknowledgement of your application, please send a stamped addressed envelope and include it with your application. 

9.
Each candidate will be advised of the outcome, by letter.   It is our policy to provide
           detailed feedback on each application, by request.
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