Applying for Jobs in Merseytravel:

General Advice on How to Make the Best of Your Application

1.
Prior to making an application for employment, it is important that you review your strengths and weaknesses to ensure that you are realistic in pursuit of employment.

2.
When we are shortlisting for a job we use a matrix drawn up using the characteristics in the job description and person specification so the closer they match, the more likely you are to be on the shortlist.  Make sure all the relevant boxes are completed.  Lack of information may result in you not being short-listed.

3.
Target your application – say why your skills and experience are relevant and if you say you have specific experience, say how eg if you claim you have supervised staff, say how many and what supervisory duties were included. 

4.
Don’t leave anything out that is relevant.  Remember when shortlisting we can only include information about you that is on the application, we cannot assume what you have done.

5.
Be concise; don’t attach too much information, which may not be relevant, although an extra page of well-targeted information is acceptable.

6. 
Complete the form in black or dark ink, and if requested comply with any other instructions.

7.
You must only submit a completed application form; CVs will not be considered.

8.
Make sure your form is legible; you may submit a word-processed application if you wish.

9.
Merseytravel is determined to manage absenteeism in an effective manner, and regards excessive levels of absenteeism as a capability issue when drawing up a shortlist.  (Subject to the requirements of the Disability Discrimination Act.)

10.
Make sure all your facts are correct and do not guess or leave blanks, if you are not sure check, as giving false information can disqualify your application, lead to withdrawal of a job offer, or the termination of employment if you have taken up the post.

11.
References are always taken up and factual details such as dates of appointment, sickness records and disciplinary warnings are carefully checked.  In submitting your application you are giving your permission for references to be taken up.

12.
You may still not be shortlisted but we would not like this to deter you from applying for any future positions within the organisation, as there may be a large volume of high quality candidates.  You may wish to consider contacting the Personnel Division to obtain feedback as to why you were unsuccessful at this time.
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