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Completing an Application Form:

Information in Support of your Application
An application form for employment requires various types of information to be provided. As well as giving contact details, qualifications and details of previous employment you are expected to provide evidence of your suitability for a job role. The section that provides an opportunity for you write about your skills and experience is often called ‘Information in Support of your Application’. 
The recruitment process for apprenticeships means that when you complete the application form you may not be applying for a particular vacancy, but you may have an interest in a particular occupation. You will have received a generic apprenticeship job description. Once your application form has been submitted to Recruitment & Selection Services you will be provided with specific job descriptions as vacancies arise. The following information provides guidance on what should be included in ‘Information in Support of your Application’, either before or after you have received a job description. 
You are required to match the skills and experience that you have to as many of the skills that the job description details, whether this is the generic or specific apprenticeship job description.  You need to tell the employer about the following;

· Any experience you might have gained from education or employment: Outline the tasks that you have had to do in a previous job role or as part of your education such as serving customers, answering the telephone, organising your time and working on a project, developing communication skills, being a good time keeper and having good attendance – all of which are important factors to evidence. 
· Your personal qualities:  Are you an organised person? Do you enjoy working as part of a team? Do you pay attention to detail? Are you good at communicating with members of the public? Are you loyal and motivated? Think about how your friends and family would describe you. 
· Any areas you would really be keen to work in: A key part of the application is to demonstrate your enthusiasm and commitment. Providing an insight in to your interests is useful for a manager to learn more about you.  You might have an interest in administration and are keen to learn about procedures and routines that take place in an office environment. Do you have an interest in working with children, if so why? Do you want to make a difference to the environment? Are you passionate about working with the elderly? Do you enjoy working with numbers? You could also provide information regarding your preferred working environment, do you work well in a busy environment? Would you prefer to have a job outdoors?
· Experience:  Even without previous employment you will have gained transferable skills that are relevant for an apprenticeship. If you have never had a part-time job, only ever had one job, or have only worked in one particular occupational area such as catering or retail, you will have a range of experience. Education often provides a wide range of experiences that lead to the development of crucial skills.  Have you ever worked as a member of a team as part of a project or through sport? 
Have you had to work on a computer or update records in an electronic diary? Have you had to work with members of the public and/or deal with enquiries on the phone?  All of these tasks are examples that you could detail in an application form to show that you have some experience of a working environment.

· Other information: You may have other experience that is relevant to employment. You may want to include details about hobbies, groups or sports clubs you have been involved in.  Have you done the Duke of Edinburgh Award? Do you like to read? Do you like walking or playing sport? You could also include information of any fundraising or voluntary work and explain what sort of tasks you were involved in.
It is important that you complete this section of the application form and provide as much details as you can. This section helps managers to get an idea about what kind of person you are and what qualities you can bring to the job. The more information you can provide, the more personality you show. This is your opportunity to sell yourself. 
Please ensure that you have a suitable email address, as inappropriate contact details may not impress a Recruiting Manager that is looking at your application form.
For more information contact -  

Jessica Bowers 
Young Persons Employment Coordinator

(01609) 533499 
jessica.bowers@northyorks.gov.uk 
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