Students’ Union Application Advice:

DO

· Read the Person Specification / Competencies – it clearly tells you what we are looking for in our potential staff and volunteers for any given role.
· Demonstrate your qualities –saying “I am friendly, approachable and excellent at communicating” shows us only that you can write a list, not that you actually have what we want – very frustrating to read.  We ask you to “Tell us how you meet the criteria… using brief examples where possible”, because this helps us to see that you do actually have the qualities we are looking for, not just that you just know what we want.
· Attach the application forms – we do not contact people who fail to do so and it seems a shame to spend time and effort writing an application then not actually sending it (this happens all too frequently)
· Complete the Equal Opportunities Monitoring Form, please – we want the information and you have nothing to lose. We aim to ensure the make-up of our annual staff and volunteers continues to be representative of our student population at Sussex, and in order to monitor this we need the brief information we ask for.  The form itself is kept separate from the application and is never seen by any Area Managers or Staff; it is used by HR purely for statistical purposes, so please complete it (
DO NOT

· Do not send CVs – we do not look at them.  We use application forms because it helps us to compare like for like.  If your CV contains relevant information, write it in the application form

· Do not worry about particular experience – the skills you develop through volunteering, travelling, sports, societies and other developmental experiences are as important to us as your time working behind a till or a bar

· Do not list all your education – we know, all that hard revision… but we’re really not interested in the marks you got for your Physics GCSE or English A’Level. What we do want to know is anything “which would support your application”, i.e. relevant to how well you would do the job

· Do not submit your application more than once - it does you no favours sending it twice and it irritates us checking and deleting repetitions

Our recruitment is based on current research and recognised guidelines, and this advice is given in order to help you present your skills and experiences in the best possible way.  This feedback has been collated to help you write applications, so we hope you take it in the positive spirit in which it has been given, and wish you all the best with any application. 
