Applying for a vacancy with Muir Group

Guidance Notes for Applicants

Please read this information before you complete your application form

Thank you for your interest in applying for a vacancy with Muir Group. We hope that you like what you have read so far on our careers web pages and want to take the next step by submitting your application to join us.

Your application form plays an important part in the recruitment and selection process and it is used as a basis for considering your initial suitability for the post. As it is not possible to interview every applicant for a vacancy, we draw up a shortlist based on the skills, experience, knowledge or abilities we are looking for and we will only interview those whose applications best meet these criteria so it is very important that you should use your application to explain how you can match them. These guidance notes are provided to help you submit your application to the best of your ability and so that we have the relevant information we need for the recruitment and selection process. Information will be held and processed in accordance with our Data Protection policy.

Please follow the guidelines below when completing your application.

Before you begin the Application Form

· On the Applicant Information page of the careers website, you will be able to access the Job Description and Person Specification together with specific information about the vacant job.

· The Job Description will give you an idea of what the role actually involves and the Person Specification will tell you what knowledge, skills and ability are required for the post. Read through them carefully and reflect on your knowledge, experience and qualifications and how they will assist you to perform the role. 

· If you wish to ask any questions about the role, please call the HR department.

· Be aware of the closing date for the vacancy, as late applications will not normally be accepted. It is often helpful to write out a rough draft before filling in the application form to clarify your ideas and avoid mistakes later.

· If an interview date is included in the job details, please keep it free as we cannot promise to re-arrange set dates if you are selected for interview. If you know you are going to be unavailable on the given day or at specific times, please notify us in your application and we will make every effort to accommodate you although this cannot be guaranteed and is entirely dependent on the interview panel’s availability.

Completing the Application Form

· Applications can be completed and submitted online or if you wish to complete a paper copy, you can request this either by telephoning a member of our Customer Services team on 0300 123 1222 or emailing: info@muir.org.uk and we can mail a paper copy to your home address.

· Please complete all parts of the application form.

· Incomplete applications may be disregarded so please ensure your application is precise and easily understood. 

· If you have difficulty in completing an application yourself because of a disability or illness, another person may complete it on your behalf but if this is the case, please state this on the form. For applicants with disabilities, please contact the HR Department who can discuss other methods of submitting an application.

Position applied for:

Please enter the title of the position you are applying for, as we may have more than one vacancy at a time.

Where did you see this position advertised?

This information is used to monitor the effectiveness of where we place adverts. Please tell us in which paper/magazine you saw the advert or state any other source such as a particular website/the Employment Service, etc.

Personal Information

This is basic information that we need to be able to contact you by post, email or telephone. Should we need to contact you at work we will make sure we are discreet.

Education, Training and Qualifications

Detail your qualifications and achievements at school/further and higher education and any current study activity, which may contribute to your ability to do the job. 

If the Person Specification requires specific qualifications, please make sure they are shown in this section. Where a professional qualification is required, please indicate your status, i.e. part qualified/full membership/fellow, etc

Membership of Professional Bodies

If you are a member of a Professional Body please provide details of the level of your membership and the date this was obtained.

Employment Record

Please give us basic details of your current/most recent employer with an outline of your present duties and responsibilities. You should provide us with details of all the posts you have held regardless of their relevance to the post for which you are applying. 

Please tell us who employed you including dates, your job title and your final salary. 

You must account for any breaks in service, e.g. travelling, caring responsibilities or periods of unemployment – if you do not provide a full career history, you will be asked to explain any gaps if you are invited for an interview.

To help the panel understand why you left an employer please briefly tell us your reason for leaving or why you are looking to leave your current employer. You will be given an opportunity to elaborate at interview.

Further Information

In the box provided, please tell us why you are a suitable candidate for the post. For this you may wish to:

· Make your reasons for applying for the job as relevant as possible.

· Review the job description and the criteria for recruitment and selection as contained in the person specification for the post. 

· Consider how your education, training and skills relate to your application.

· Consider how your work/personal experience meets the requirements we are looking for. 

· Do not only look at work experience but also experience you may have gained outside a work setting which may be useful such as any voluntary work, leisure activities and your personal life where appropriate.

· Make sure you write in a concise, well-organised and positive way. 

· Use the Person Specification to structure your information, as this will enable the shortlist panel to clearly identify your suitability for the position.

· It is not sufficient just to reiterate the criteria. You need to illustrate with examples how you meet the requirements.

· Aim to be concise in your additional information. If there is a specific limit stated on the required number of pages of additional information, please stick to this limit. Overly long applications may affect your chances of success.

· You can cut and paste a word document directly into this box, which we receive in text format so please do not make your formatting overly complex.

Competency based questions

· Your Motivation

· Your Experiences – Team working/Customer service

We have included 3 competency based questions into the application process to enable us to see what qualities you may have that match the competencies and behaviours we are looking for in a successful candidate. If you omit completing these sections, it may not be possible to consider your application any further.
Please note that your response for each of these 3 sections must be limited to a maximum of 200 words or else you will not be able to submit the application form.

General

The information in this section is required to support your application.

Driving Licence

All applicants must complete this section, even if driving is not an essential requirement for the post. Company car drivers and essential car users must hold a current and valid licence, which will be inspected as part of our pre-employment checks. However, where a post requires travel, we will give due consideration to applicants who do not drive as a result of a disability and we will look to make suitable adjustments to the requirement where possible. 

Unspent convictions

All applicants must complete this section. 

All posts within the Association that have contact with children or vulnerable adults are exempt from the Rehabilitation of Offenders Act 1974 and the successful candidate will be obliged to obtain a Criminal Records Bureau Disclosure. The specific notes relevant to the post, which can be found on the Applicant Information page of the careers web site, will advise you if this is the case. If you have been convicted of a criminal offence, cautioned, reprimanded or given a final warning, bound over or are currently the subject of any police investigation, you must tell us here including all relevant dates, as you are not entitled to withhold information which for other purposes would be regarded as ‘spent’. 

The Association’s Policy on Recruiting Ex-Offenders can be found on the Applicant Information page. Having a previous conviction does not preclude your application and all cases will be considered individually and treated confidentially. Information will not be used unfairly and applicants are assured that a criminal record will not necessarily be a bar to obtaining a position – this will depend on the nature of the position and the circumstances and background of the offences. However, if you fail to disclose any convictions, including spent convictions, any offer of appointment will be withdrawn.  

Relationships with Committee Members or Employees

We are restricted by legislation and the National Housing Federation Code of Conduct in employing relatives of Committee members or Employees of Muir Group. Being related will not preclude you from appointment but please indicate to the best of your knowledge if this is the case. Before an appointment is confirmed, you will be required to complete a further declaration to record any relevant interest and actual or potential conflict of interest arising under Muir Group’s Code of Conduct.  

Work in any other capacity

We are committed to meeting the requirements of the Working Time Directive and you must advise us of any work you intend to undertake in addition to the post you are applying for.
Asylum and Immigration Act

Checks under the Asylum and Immigration Act form part of our pre-employment checks. Please provide details of any restrictions, which may affect your right to take up employment in the UK. Your National Insurance number is also required but this alone is insufficient evidence and the successful candidate will be asked to provide additional documentation proving your right to work in the UK before an offer of employment can be confirmed. 

Additional skills and activities

Please tell us about any additional skills you may have (that may not be specifically related to the job for which you are applying) and also tell us about your interests outside work – we like to know a bit more about you.

References

· References form part of our pre-employment checks. Therefore, all appointments are subject to receipt of satisfactory written references (fulfilling our requirements). One must be your present/most recent employer and the second your previous employer although we may wish to obtain a reference from another suitable referee in certain circumstances, e.g. if the experience we require was not covered in your last two jobs. Two references from the same employer will only be accepted if you have no other employment history.

· Your referees should be people who have direct experience of your work through working with you for a considerable period and at least one of them should be your line manager or another manager who knows you in your most recent job. If this is not possible, use people you have known in a professional capacity or through voluntary experience. 

· If you are a school/college leaver, referees should be your headteacher or tutor and another personal referee. 

· We will not accept references from your relatives.

· Unless specified otherwise, we will not contact referees until a provisional offer of employment has been made. However, please check with your referees that they are happy for us to contact them before you put them down as this saves time. 

· Select ‘yes’ in the drop-down box if you do not wish us to approach your referees without your specific consent to enable you to warn them that you have been offered a job elsewhere.

· If possible, please provide contact email address details for your referees as we prefer to try to contact them by this method as this will speed up the process.

Declaration

In completing your name and dating the declaration you are confirming that, to the best of your knowledge, the information provided is true and complete. You may be asked to sign the printed application form at interview or on appointment.

*******************************************************************************************************

Equality and Diversity

This information is only used to monitor the effectiveness of our recruitment and selection processes to ensure they are fair and helps us to know if we are doing all we can to create a workforce, which is representative of the communities in which we operate. The information will be kept confidential and is removed from your main application form on receipt and will not be disclosed to the selection panel. 

Please complete this section and where relevant select the appropriate response from the drop-down boxes - no inferences will be drawn if you select ‘prefer not to say’.

We are not just an equal opportunities employer – we are making diversity part of our culture and we have a comprehensive Equality and Diversity Strategy, Policy and action plan. The sections below further highlight our commitment to recruiting a diverse workforce.

Age

Please give your date of birth. We welcome applications from people of all ages. We recognise our duties under the Employment Equality (Age) Regulations and understand that age is no indicator of effectiveness in the workplace and employment decisions will not be based on age. 

Gender

We recognise our duties under the Sex Discrimination, Equalities and Equal Pay legislation and we are committed to achieving gender equality in the workforce at all levels. To promote and deliver this commitment, we have developed a Gender Equality Scheme and an associated action plan. We therefore welcome applications equally from men and women in all of our roles at whatever level or contract status. 

Our commitments include transgender equality. However, we have made a deliberate decision not to monitor transgender, as this may inadvertently disclose the identity of an individual and may contravene S22 of the Gender Recognition Act 2004. Nevertheless, applicants who are members of the trans community or who are undergoing gender re-assignment are assured that the Association will respect confidentiality should you choose to disclose such information and we will look to support individuals transitioning whilst at work in whatever ways practicable. We are also a corporate sponsor of the Gender Advisory Bureau, which provides transgender awareness support and training.    

Ethnicity

We do not traditionally operate in areas where there is a high percentage of ethnic people although in the areas where we do, our staffing ethnicity profile does reflect those communities. We welcome applications from people from all ethnic backgrounds to maintain and improve on that position.  Please select your ethnicity from the drop-down box.

Sexual Orientation

Please select the appropriate category from the drop-down box – please note terminology is based on best practice as issued by Stonewall. ‘Other’ provides an opportunity for you to identify in a different way if you do not feel the alternative categories are suitable.

We recognise our duties under the Employment Equality Regulations Sexual Orientation but beyond this we wish to be seen as a gay friendly employer and welcome applications from the LGB community. We aim to ensure that LGB employees do not suffer any harassment or detriment in the workplace.

Religion

Please select your religion from the drop-down box. These categories were used in the 2001 census – ‘Christian’ includes all denominations including Church of England Roman Catholic, Methodist, Baptist, Unitarian, Jehovah’s Witness, etc. 

We understand that racial, cultural and ethnic identities are often interrelated with religion and belief but we welcome applications from people of all faiths. By becoming aware of the religions or beliefs of our staff, we can ensure such faiths and associated festivals are acknowledged and taken account of in the workplace. Our flexitime and leave policies allow for time off for religious needs and we consider and respect cultural needs in the workplace, for example when making catering arrangements. We will endeavour also to accommodate religious needs when setting interview dates/times. Please let us know in your application if you have any particular religious needs that we may accommodate at interview.

Disability

We are a ‘Positive about Disabled People’ symbol user. If you have a disability, we welcome your application regardless of whether this may be a physical or mental impairment or some other long-term limiting or progressive condition. 

To promote and deliver this commitment, we have developed a Disability Equality Scheme and an associated action plan, which focuses on breaking down or removing the barriers that disabled people face or working to prevent them from being created. We work closely with Remploy, Disability Employment Advisors and Access to Work Teams to attract disabled people into our workforce and make any necessary suitable adjustments to accommodate a disability in the workplace. Another initiative we are involved in is the MINDFUL EMPLOYER initiative and we have signed the Charter for Employers who are Positive about Mental Health and committed to work towards the aspirations of the Charter.

In order for the Association to fulfil its commitments to all disabled applicants, please tell us here about any disabilities that you may have, as defined by the Equality Act 2010, regardless whether it may affect your ability to carry out the responsibilities of the post, and what modifications we could make to assist you either at interview or if appointed to the post. 

Please be assured that providing such information will not jeopardise your employment prospects. We strive to make adjustments so that disabled applicants are not disadvantaged at interview – this may include ensuring the venue is accessible (although all our offices are DDA compliant). We offer a guaranteed interview to disabled applicants who meet the essential requirements for the post but please make it very clear in your application as to how you meet the necessary attributes for the post and ensure you highlight the appropriate evidence to demonstrate this.

If you would prefer to discuss your disability in confidence, please call our Customer Services Team on 0300 123 1222 and ask to speak to a member of the HR Department.

*******************************************************************************************************

Please acknowledge that you give your explicit consent to Muir Group holding the equality and diversity monitoring data in this section by selecting ‘yes’ in the drop down box.

*******************************************************************************************************

And finally:

· Check you have completed all parts of the application form. 

· Please be careful when using the scroll wheel on your mouse, as this may inadvertently amend your intended responses in the drop down boxes. 

· Please note that any false information or deliberate omissions will disqualify you from employment or if appointed, may render you liable for dismissal.

· When you are happy with the completed application, please press submit – you will receive a confirmation message.

Once the selection panel have drawn up a shortlist for interviews, we will contact all applicants to let them know whether or not they have been successful. 

Good luck with your application but if you are not successful this time, don’t forget you can register your interest for any future vacancies on the Contact Us page of the careers web site and we will contact you accordingly.

If you have any concerns about any aspect of the recruitment and selection process, please contact the HR Department in writing and we will arrange for them to be addressed.

