
 

 
Information for Job Applicants 

 
This document is designed to give you an understanding of what you can 
expect as you progress through our recruitment process. 
 
WAEML Selection Process 

All applicants are asked to complete the same application form, we do not 
accept any CVs. 

When we receive your completed application the equal opportunities and first 
page of the application form is separated, this information is not shared with 
the short listing panel. 

Closing Date 

Completed application forms should be returned to 
nancy@womensaideml.org Recruitment Coordinator, by 12 noon on the date 
given in the advert. Any applications received after this date and time will not 
be considered 

Shortlisting 

The selection panel is made up of three representatives from WAEML, two 
staff members and a service user representative. 

Shortlisting will be completed within one week of receiving applications, only 
applicants that have been shortlisted for interview will be contacted. 

After the closing date the application forms are read carefully and marked by 
all members of the selection panel to see how each person’s skills and 
experience relate to the requirements of the post.  Usually up to six applicants 
who meet these requirements most fully will be short-listed for interview. 

We aim to inform short-listed applicants within 10 days of the closing date.  If 
you have not heard from us by this date then your application has been 
unsuccessful. 

Interviews 

Candidates may be asked to give a short presentation or be asked questions 
relating to specific scenarios.  During the interview the selection panel asks 
each candidate questions related to the criteria set out in the job description 
and person specification.  You will have the opportunity to ask questions 



about the post, terms and conditions of employment and the organisation at 
the interview. 

Further information will be sent out to short-listed candidates about our 
interview process. 

Feedback 

Application forms that are not short-listed are destroyed immediately therefore 
we are only able to provide feedback to candidates who have been 
interviewed.  If you are unsuccessful at the interview stage and feel that 
feedback on your application and/or interview would be helpful in applying for 
other jobs, please contact the recruitment coordinator who will be pleased to 
arrange for you to get feedback from one of the panel members verbally. 

Education, Qualifications and Training 

Any offer of employment is subject to confirmation that you have the 
qualifications required for the post.  Therefore if you are invited to interview, 
you will be asked to bring along your certificates that are relevant to the post.  
These will be photocopied and placed in your file.  If you are not offered the 
post after interview this information will be destroyed immediately. 

Eligibility to work in the UK 

Before we can confirm a job offer we are legally required to obtain evidence 
that you are eligible to work in this country.  Therefore the successful 
applicant will be asked to provide documents to satisfy this.  Documents will 
be photocopied and placed in your file.  If you are not offered the post after 
interview this information will be destroyed immediately.     

Disclosure Scotland 

Due to the nature of our work, if you are the successful candidate you will be 
required to complete a PVG/Disclosure Check.  Any offer of employment is 
subject to this check being satisfactory.  If you are shortlisted for interview you 
will be asked to complete self disclosure form to notify us of any conviction 
information. 

Additional Information for Applicants with Disabilities 

The Disability Discrimination Act makes it illegal for employers to discriminate 
against people with disabilities when you are applying for a job.  If you are 
disabled and require assistance during our recruitment process please do not 
hesitate to contact us, we will be happy to help. 

Complaints 

We try very hard to ensure that every stage of our recruitment process is fair 
and non-discriminatory.  If you feel that you have not been treated fairly, 
please write to the recruitment coordinator who will investigate your complaint.  



You may find it useful to have obtained feedback on your application/interview 
prior to making a complaint. 
 

Guidance Notes: Completing the Application Form 

PLEASE READ THESE NOTES BEFORE COMPLETING YOUR 
APPLICATION FORM 

The information you provide in your application form is the ONLY information 
we will use in deciding whether or not you will be short-listed for interview.  
Your application form is therefore very important and the following advice is 
designed to help you complete it as effectively as possible.  This is part of 
Midlothian Women’s Aid commitment to ensuring equal opportunities for job 
applicants. 

If more than one post is advertised WAEML would encourage you to apply for 
all posts you feel you have the necessary skills, experience and 
understanding to meet.  Please complete separate applications for each post 
focussing on the particular skills, experience and understanding required of 
the different posts. 

Planning your application form. 

Before filling in the application form read the information pack carefully 

 Please look at all the information provided so that you know about the 
organisation, what the job involves and the range of skills and expertise 
required. 

 Every vacancy is based on a job description (including a person 
specification) which lists the main duties of the post and describes the 
skills, experience and qualifications we are looking for. 

Using the job description and person specification 

 The job description and person specification is the list of criteria or 
requirements regarded as necessary for this post.  To be considered 
for interview you have to address each point of the person specification 
and demonstrate your abilities by telling us about your experience. 

 Before you fill in the application form look at the job description and 
person specification and decide how to relate your skills, knowledge 
and experience to each point.  Try not to repeat yourself by using just 
one area of your experience to cover all the requirements.  Draw upon 
your past and present jobs or interests.  Remember that all voluntary 
work or personal experience can be as valuable as paid employment.  
It is important that your application relates to the job you are applying 
for, do not copy the same information for a series of different jobs. 

 Try to cover each point of the person specification as fully as you can.  
Even if you have been involved with Women’s Aid previously we will 



only consider the information given in the application form when 
scoring for short-listing. 

Completing the application form 

 Application forms should be filled in as completely and clearly as 
possible so that we can consider all candidates on the same basis.  If 
you have any disabilities or need assistance in completing the form, 
then please let us know and we will be pleased to help.  Do not 
include your CV with your completed application form, as this will 
not be considered. 

 You may wish to continue some sections on a separate sheet which 
should be attached to your application form.  Additional information 
should not exceed two sides of A4 paper. 

 Make sure you complete the form clearly and if handwriting use black 
ink, as the form will be photocopied. 

 In completing the reference section, please give as one of your 
referees your current or most recent employer wherever possible.  We 
may approach referees prior to interview.  If you do not wish us to 
approach your current employer before the interview, please note this 
on the application form.  We will only take up the reference with your 
current employer if we decide to offer you the post. 

 Send your application form to WAEML on time and remember to keep 
a copy.  Applications received after the closing date will not be 
considered. 


