GUIDANCE NOTES

Application For
Employment Forms
The following information will help you familiarise yourself with the South Staffordshire Water Application Form and enable you to complete the form successfully.

The application form is a standard word document with specific elements to help maintain the overall layout of the document as you complete it.

On looking at the form in general it should consist of 3 elements, these being:

· Application, i.e. employment, education, etc.

· Monitoring, i.e. ethnic origins, etc.

· Additional Information / Continuation sheets

All applications must be completed in full – please do not submit your CV in preference to the application form as this may invalidate your application.

By completing the form this will enable the Company to apply a consistent and fair selection criterion.

How to complete the application form?

Each area requiring information has a ‘grey box’ (see example below)

	Position Applied for:      


In order to enter your information please place your cursor over the ‘grey box’ and click once – the box should change colour slightly; once you have done this you are ready to type in your details (see example below)

	Position Applied for: Meter Reader


Once you have completed the first bit of information all you need to do now is press the TAB button (normally identified as 
Tab   ).

This will automatically take you to the next ‘grey box’, all you need to do is type your information. Continue using the TAB button as you work through the form.
In order to maintain the integrity of the form some of the boxes will have a restriction on the number of characters you can type, all we ask is that you keep your information brief and succinct; where you are asked to provide a summary, or additional details please ensure that your text remains within the confines of the box, if your information is likely to exceed this area of the ‘grey box’ prevents you from typing anymore characters, please use the Additional Information Sheets included with the Application Form

Some useful hints…

Dates
All dates are inputted as DD/MM/YYYY format, if you cannot remember the exact date but know the month and year the form will automatically input the first date of that month

Example: You input Mar 2011; the form will automatically record 01/03/2011
(Please note – insert full year figure, i.e. 2011 not 11)

Salary

This is pre-conditioned to recognise £sterling only
Example: If you input 15278 as a salary; the form will record £15,278.00

Tick Boxes

Sections where a tick box is required are easily completed by placing the cursor over your choice and clicking once, this will place a cross in that box indicating your choice

If you have selected the wrong box, click the box again and this will remove the cross

How do I save my completed application form?

Once you have completed the application form you need to save this document, in order to successfully save your document please do the following:

On the Menu Bar, select ‘File’, then ‘Save As’ – this will open another window; rename your document as ‘Application Form – [insert your name]’ for example ‘Application Form – Joe Bloggs’
Once you have saved this form successfully you can then either print off and post your application or email it to the specified email address recorded on the job advert.
