



Application form for Pension Wise Agent for Shetland CAB
Job reference: PWG/112
Completed applications must be emailed to pensionwiserecruitment@cas.org.uk by noon on Friday 27th February
There are guidance notes within the application form where appropriate and at the end of the form. However if you have any questions on the completion of this application form, please email pensionwiserecruitment@cas.org.uk
Please answer all questions as fully as possible. The information you provide in your application form will be used as part of the process of identifying candidates to invite to interview. Therefore please include all relevant skills and experience you have which match the role profile and person specification.  

1. Personal

	Title
	

	Surname
	

	Forenames
	

	Address

	

	Home Phone No
	

	Mobile Phone No
	

	E-mail address
	

	Current notice period
	


There are roles are in Bureaux across Scotland. Please note that in some areas you will need to be able to travel to more than one work location. We are centrally handling the applications and will then send them on to the bureaux nearest to your location for the next stage of assessment.

	Please indicate your preferred location for this position
	


	What type of employment are you applying for?
	Full time/ Part time 

	Where did you see this post advertised?
	


2. Application process requirements
	Interviews will take place on Thursday 5th February 2015.
Please indicate your availability for this date.
	

	We have made a positive commitment to employing disabled people. 

Please indicate any adjustments you require to the shortlisting process or any information you wish us to take into account when considering your application
	


Sections 3-5 are where you should input all relevant experience that you have. It is recommended that you have a copy of the role profile and person specification to hand when completing these sections and consider what experience you have that matches our requirements for the role.  

3. Previous Experience

Please list previous experience with most recent employment first. You can copy and paste the table to provide details of each role you have held.  For each role you should include the following:

	Name & Address of Employer
	

	Position Held
	

	Dates Employed
	

	Reason for Leaving
	

	Brief Description of Main Duties, Responsibilities & Achievements
	


	If you are not currently in paid employment, please describe what you are doing at present e.g. voluntary work, studying, working in the home, etc  




4. Experience, knowledge, skills and abilities 

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 as described in the role profile and person specification. No assumptions will be made about your achievements and abilities.
You should choose examples of past experience that clearly demonstrates what we are looking for. You should be precise about what you did, how you did it and the outcome or result of your actions.

A useful guide might be S.T.A.R:

· Specific – give a specific example
· Task – briefly describe the task/objective/problem

· Action – tell us what you did

· Results – describe what results were achieved

Please provide recent work examples wherever possible. However, do remember that you can also give relevant examples from other aspects of your life e.g. voluntary or unpaid work, school or college work, family or home responsibilities.

	This role requires you to have strong listening and questioning skills and to be able to apply the knowledge you have to a particular client’s circumstances. Please give examples of your experience in this area. (Max 250 words)



	This role requires you to have a proven ability to work on your own initiative and proven organisational skills. Please outline your experience in this area. (Max 250 words)



	This role requires you to have a good understanding of consumer challenges in relation to financial matters. Knowledge of pension law and practice is also highly desirable but not essential. Please outline your experience in this area. (Max 250 words)



	This role requires you to have the numerical skills to understand financial matters and good IT skills. Please outline your experience in this area. (Max 250 words)



5. Education and Training

Please detail your highest level qualifications and any others which are particularly relevant to the post. You may be asked to provide proof of qualifications during the application process. 

	Subject
	Level/Qualification
	Date Gained

	
	
	

	
	
	


You can add additional rows, if required, by placing the cursor in the last box and pressing the tab button.

Any other relevant qualifications

	Qualification
	Or Equivalent
	Date

	
	
	

	
	
	


You can add additional rows, if required, by placing the cursor in the last box and pressing the tab button.

6. References

Any offer of employment is conditional upon receipt of satisfactory references. Please provide details of at least two references covering your last 3 years of employment. One of these should be your present or most recent employer, the other could be someone who knows you in a work related or voluntary capacity. If you have been in education, please provide details of where an academic reference can be obtained. Both referees should be able to comment on your suitability for the post applied for.
For each reference, please detail the following information:

	Name, Job Title & Organisation
	

	Postal Address
	

	Email Address
	

	Contact Telephone Number
	

	Dates employed / studied 
	


	Name, Job Title & Organisation
	

	Postal Address
	

	Email Address
	

	Contact Telephone Number
	

	Dates employed / studied 
	


Please note that any referees will not be contacted until an offer of employment has been made and your authorisation has been obtained.
I certify that the information given on this form is correct to the best of my knowledge.
Signed (type name):

Date: 

Please email completed applications to pensionwiserecruitment@cas.org.uk by noon on Friday 27th February
Further guidance notes

Shortlisting and interviews
Shortlisted applicants will be invited for an interview. Some positions may require additional assessments. If this is the case, further details will be provided if you are shortlisted.

Expenses will not usually be paid for interviews held in Shetland. Interviews by Skype can be arranged. Please contact us on pensionwiserecruitment@cas.org.uk with any further queries.
Training

If you are successful in your application, there will be mandatory training for you to attend including both e-learning and a week-long face-to-face session held at locations across Scotland. There will also be assessments which must be completed successfully in order for you to be confirmed in the post.

Application form alternative formats

If you need this information and application in an alternative format, for example, large print, audiotap, Braille or Easy Read, please contact us on pensionwiserecruitment@cas.org.uk. We are happy to receive applications in alternative formats.
Disability

If you are selected for interview, the interviewing bureau will ask you to let them know if you have any access needs or may require reasonable adjustments to the interview or assessment (if applicable) at that stage. Please be assured that we will be supportive in discussing reasonable adjustments with you at any stage of the recruitment and selection process.
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