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Guidance Notes for Candidates
The application form is crucial to the shortlisting process, all information you provide is confidential. On the website you should find the job description/person specification, application form and equality and monitoring form. Please contact us if any of these documents are missing. 
Supporting Statement 
This is the section of the application form which allows you to demonstrate how you meet the essential criteria for the job you are applying for. We recommend you use the Job Description and the Person Specification when completing this section. Please use the headings we have provided in the order we have listed them as we use these in our shortlisting scoring process. 
When answering the questions please provide evidence of your skill or knowledge as it is not sufficient just to state that you have a certain skill, or knowledge It is fine to use the same example if it is relevant to more than one question, but don’t just repeat the same information. 
Returning your application 
Return the application form as a word document by email to vacancies@tssa.org.uk. Do not enclose a CV or any other additional documents as these are not considered in the shortlisting process. If you have any problems using the application form, then please contact us.
Top tips; 
•	be honest if your experience is minimal in one or two areas, we are keen to develop people 
•	talk about yourself and what you have done - use I and not we. Don’t talk about what your previous organisations did, talk about what your role and contribution was/is 
•	ensure the examples you select are specific, recent, and relevant. Ensure your examples show a positive application of your skills, knowledge, experience, and behaviour so we can understand how you would apply them in our workplace   
•	consider using the STAR (situation, task, action, result) model to describe examples 
•	don’t assume we know about the jobs that you have done from the initial parts of the application form. The shortlisting panel have access only to the supporting statement 
•	the examples you give do not necessarily have to relate to your current or previous employment. Skills, knowledge, and experience can be gained pursuing voluntary work, leisure activities or in other areas of your life.


Data Protection 
TSSA will process all information provided during the recruitment process in accordance with the General Data Protection Regulations. 

Equal Opportunities 
TSSA seeks to be an equal opportunities employer. Applicants are requested to fill in the equal opportunities monitoring form. However, this section is detached and will not be used as part of the selection process unless it is required for the purposes of providing reasonable adjustments during the short listing, assessment, and interview stages. Following completion of the process, the data will only be used for the purposes of monitoring and analysing our aim of increasing the diversity of our workplace.
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