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How to apply 

If you wish to apply for this role, please visit the Jobs page on the Commsortia Ltd 
website at www.commsortia.org.uk/recruitment and download the application form 
attached to the advertisement for this post.  An equality and diversity monitoring form 
can also be downloaded from this page.  Note that your equality and diversity 
monitoring form will be detached from your application form on receipt and will not be 
seen by the shortlisting panel. 

Return your completed application form, together with the equality and diversity 
monitoring form, to admin@commsortia.org.uk by 17.30 on 1st June 2018. 

Interviews are expected to take place on 11th and 12th June 2018. 

If you have any questions about the role or the application process then please 
address them to dion.hunt at dion.hunt@commsortia.org.uk, but please note that 
applications should not be submitted to this email address. 

If you require any assistance in order to complete your application or in taking part 
fully in the recruitment process, then please contact us on 
admin@commsortia.org.uk. 

 

Guidance for Completion of the Application Form 

The application form provides the only information we have to decide who to invite 
for an interview. We need specific information to judge your suitability for the post 
and these notes are designed to help. Please also make sure that you read the other 
information in the application pack. 

Using MS Word to complete application form 

Warning: The spell checker facility, in MS Word, is switched off when filling in a form. 
Use copy and paste to copy text, which has already been spell checked, from a 
blank document into your form. 

Use the tab key to navigate from one form field to another. 

Press the space key to tick or un-tick a tick box. 

Both the Education/training and Supporting Information section boxes will expand to 
fit your entry. The other boxes are of a fixed size. 

Please note that the grey highlighting is just to help you. It does not show when the 
document is printed off. 
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Education/Training 

Don’t be put off by this section. We want to hear about any training you have 
received as well as any formal qualifications that you have.  

Employment 

If you have not worked for a number of years 

For a variety of reasons, people may have little experience of paid work or have 
gaps in their employment. The only thing that is important to us is that you have the 
skills and knowledge detailed in the person specification. We are interested in what 
you can do, not what you can't do. 

Volunteering 

Experience and skills gained in a voluntary capacity is just as important to us as that 
gained from paid work. 

Supporting Information  

Give us examples 

If the person specification says that we need someone with a particular skill, simply 
telling us that you have it proves nothing. We need examples. So, if a job needs 
organisational skills, explain where you have used them to carry out a task. If 
management experience is necessary, you could tell us about the most difficult 
management situation that you have had to handle. Where possible give us 
information that relates to each area of the person specification.  

Tell us about You 

Many of us work in teams but we are interested in your personal responsibilities and 
achievements. Tell us what you did, not what the team did. 

Your experience is in a different area of work 

People develop similar skills from very different experiences. If your experience is in 
a different field of work tell us why and how you think you can apply your skills to job. 

How much information should I provide? 

We need brief but relevant information. If your statement is more than two sides of 
A4 it might include more detail than we need. 

Can I Include my CV? 

No, as this won’t give us the detail that we need. Please complete all of the sections 
of the application form as fully as you can. 
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Equality and Diversity Statement 

Commsortia and Voluntary Impact Northamptonshire are committed to developing 
and maintaining organizations in which differing ideas, abilities, backgrounds and 
needs are fostered and valued and where those with diverse experiences are able to 
participate and contribute. 

We recognise that people with different backgrounds, skills, attitudes and 
experiences bring fresh ideas and perceptions and we wish to encourage and 
harness these differences to make our services more relevant and approachable.  
We recognize that this will enhance our effectiveness in carrying out our work. 

We will foster a supportive and inclusive culture for: 

 all those who need and use our services 

 our volunteers 

 our staff 

 other stakeholders 

We are committed to ensuring that no job applicant, volunteer, staff member, user of 
services or member is discriminated against directly, indirectly, by association or 
perception because of a protected characteristic.  The Equality Act 2010 defines 
protected characteristics as age, disability, sex, gender reassignment, pregnancy, 
maternity, race (including colour, nationality, caste and ethnic or national origins), 
sexual orientation, religion or belief (including no belief), or marriage or civil 
partnership.  Additionally, Voluntary Impact Northamptonshire and Commsortia will 
not discriminate on grounds of trade union activity, responsibility for dependents, 
political beliefs, or criminal convictions that are unrelated to the post.  It should be 
noted, however, that Voluntary Impact Northamptonshire and Commsortia will not 
support the expression of extreme beliefs or views that conflict with other areas of 
this policy.   

We recognize the positive value of diversity, promoting equality and fairness, and 
challenging discrimination. We are committed to ensuring that we treat all our people 
with dignity and respect and will not tolerate any form of harassment, victimization or 
discriminatory behavior. Staff and volunteers will be supported to challenge 
unwanted behaviors, through regular training and referral to the management team. 

We welcome our legal duties under the Equality Act 2010, including the Public 
Sector Equality Duty, as a contractor, service provider and an employer and aim to 
go beyond the narrow scope of legislative compliance and follow best practice, 
making equality, fairness and diversity a fundamental part of all our activities. 

 

 

 


