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Guidance notes for applicants 
We use the information you provide in your application to decide whether or not to invite you for an interview, so your application form is very important. The following notes are designed to help you complete the application form as effectively as possible and to inform you about other elements of the process. 
Please complete your application in black ink and return it by email (as a Word document) to jobs@mssociety.org.uk or by post to the HR department, MSNC, 372 Edgware Rd, London NW2 6ND. Please do not send a CV as this will not be considered.

Please check the closing date and time to make certain your application form is received by the Society by the deadline. Applications received after the published closing date and time may not be considered.
Qualifications, experience, skills, and knowledge

The job description lists the main duties of the post and the person specification (set out in section 5 of the job description) describes the criteria (qualifications, experience, skills, and knowledge) we are looking for. 
This is a key section of the application form which allows you to provide evidence of your experience, knowledge, skills and abilities that are relevant to the role. 

Selection is based on an assessment of the evidence you provide against the requirements of the role as set out in the person specification. It is important that you tailor your response to clearly demonstrate how you meet each requirement. Remember, we cannot make assumptions about the nature of the work you have done or your experience. You have to tell us. 
Please ensure you address each criterion in the person specification in turn with one example, indicating which point you are addressing. You should choose examples of past experience that clearly demonstrate what we are looking for, and be precise about what you did, how you did it and the outcome or result of your actions. 
Simply stating “I understand the needs of volunteers”, or “I am committed to equality” is not enough as it does not indicate any skill or knowledge of the subject.

Please provide recent work examples wherever possible. However, do remember that relevant examples from other aspects of your life, for example: voluntary or unpaid work, school or college work, family or home responsibilities, can also provide useful evidence of your abilities.
References

All job offers are subject to the receipt of two satisfactory references: one should be from your current or most recent employer, or an academic institution. Both references should be able to comment on your suitability for the role. We will only request references for candidates who have been successful once a verbal offer has been accepted.
Diversity Monitoring

The MS Society values diversity and promotes equality. We encourage and welcome applications from suitably skilled candidates from all backgrounds. Monitoring recruitment and selection procedures is one way of helping us to ensure that there is no unfair discrimination in the way that we recruit people. To do this we need to know about the diversity profile of people who apply for posts with us. This information is given in confidence for monitoring purposes only and is not seen by anyone responsible for making recruitment decisions. 

Data Protection

Your application is treated in the strictest confidence. Information collected through the recruitment process is kept on file for six months and is then shredded. If you are successful, relevant information will be retained on your personnel file.

Disability

The MS Society has made a positive commitment to employing disabled people and guarantee to interview all disabled candidates who meet the minimum essential criteria, as set out in the person specification. 

Please indicate on the application form if you have any access needs or may require reasonable adjustments to the interview or assessment (if applicable) at the interview stage. Please be assured that we will be supportive in discussing reasonable adjustments with you at any stage of the recruitment and selection process.

Entitlement to work in the UK

A job offer will be subject to confirmation that you are permitted to work in the UK in accordance with the provisions of the Asylum and Immigration Act 1996. You will be asked to provide evidence of your entitlement to work in the UK if you are successful and an offer of employment is made.

Criminal records

Some posts within the MS Society are exempt from some provisions of the Rehabilitation of Offenders Act 1974, because they involve working with vulnerable adults or children, or access to sensitive information. If you are successful in being offered one of these posts, we will ask you to complete a form for a Disclosure check and any offer of employment will be subject to that check. A criminal record will not necessarily prevent you being employed by the MS Society and each case will be considered individually.

Feedback

As part of our commitment to customer care, we contact all applicants who have not been short listed by email. We offer feedback to all unsuccessful interviewed candidates on request. 

We hope that you are successful in your application. However, if you are not, please do not be discouraged from applying for other posts in the organisation. Thank you for your interest in the MS Society.
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