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1.
Please complete the application cover sheet and send it with your curriculum vitae and letter of application.  Your letter of application should set out clearly how you meet the essential and desirable selection criteria for the post as listed in the job description.  Please do not attach reference letters or proof of qualifications.

2. Applications will be considered and a shortlist drawn up on the basis of the experience and aptitudes, knowledge and attainments required to undertake the duties of the post as outlined in the further particulars.  We will base our assessment of your application on the information contained in your curriculum vitae and covering letter.   It is therefore important that you ensure that your application shows that you have the necessary skills and experience required.

3. Candidates are asked to note that, on occasions, references may be taken up prior to shortlisting for interview.  You are reminded to put a cross in the appropriate box on the application cover sheet if you do not wish us to contact your referees at this stage.

4. University Campus Suffolk confirms its commitment to a comprehensive policy of equal opportunities.   In order to help us monitor the effectiveness of this policy in our recruitment procedures a Monitoring Form is included with the application cover sheet, and you are requested to assist us by completing it.   Completing this form is not compulsory and non-completion will not affect your application in any way.  Any information supplied will remain confidential and will not be used for selection purposes.

5. UCS takes a positive approach to people with disabilities.  We will offer an interview to all disabled applicants who meet the minimum essential criteria for the post applied for and we will consider those applicants on their merits.  To enable us to do this and make any adjustments necessary to the recruitment process please complete the appropriate section on the Equal Opportunities Monitoring sheet.

6. University Campus Suffolk has a notification under the terms of the Data Protection Act 1988 to enable it to hold and process personal data about potential members of staff for recruitment purposes.   The data provided on the monitoring form is required to enable us to undertake and to monitor our recruitment procedures.   Data will be kept secure and accurate and will only be disclosed to people who have a need to know in accordance with the UCS notification under the Act.   In the case of subsequent appointment as a member of UCS staff, the data will be retained as the basis for the individual staff record.

7. We regret that, in the interests of economy, it is not our practice to write to all unsuccessful candidates.  If you have not been contacted within 3 weeks of the closing date, please assume that you have not been successful.

8. Finally, please ensure that your application is received by UCS no later than the closing date and time shown in the advertisement and further particulars.
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