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GUIDELINES FOR COMPLETING YOUR JOB APPLICATION FORM 
An application form plays an important part in the selection process and forms the basis for considering your initial suitability for the post. The following guidelines should help you to complete your application form as effectively as possible. 
SOME POINTS TO BEAR IN MIND BEFORE YOU START
· Look carefully at the job description, and application form and ask yourself why you are interested in the job.
· Try to present information on the form in a concise, well organised and positive way.
· Please use the application form provided, continuing on separate sheets if necessary.
· Please remember to complete the Equal Opportunity/Disability Monitoring forms as they help us to determine whether or our Equal Opportunity Policy is effective.
COMPLETING THE APPLICATION FORM
	Personal Details:
	Make sure that you give your full name, address and telephone number and that they are legible.

	Education and Qualifications:
	Please provide details of your formal and informal qualifications and what grades you achieved. This information will be used to assess whether you have the qualifications required for the post. If you are currently working towards a qualification, you may also include it in this section, indicating when you expect to complete the qualification. Ensure that nothing important has been omitted.

	Training:
	Please tell us about any training that you have undertaken that you think is relevant to the role. If you are currently undertaking training, you may also include it in this section.

	Employment History:
	Starting with your current or last employer, list all the employers you have worked for. Please ensure you provide the job title and the period you worked for them. This information may be used to assess whether you meet the experience requirement for the vacancy. Check that the dates of employment are correct and in order. It is important that you account for any gaps in your employment history. You may also include any voluntary or unpaid work you have undertaken.

	Driving/Work Permits:
	Please provide details only if relevant for the job

	References:
	Please provide details of two referees one of whom must be your current employer. If you are not currently employed you will need to provide details of your most recent employer or if you are undertaking unpaid or voluntary work, you may provide details of the manager of your placement. If you have not previously worked, you may provide details of someone who knows you well enough to comment on your ability to do the job. You should not provide details of anyone who is related to you. Employment with Medrwn Môn is subject to receipt of two satisfactory references.

	Personal Statement:
	This is the most important part of your application. It is your opportunity to make a case for selection. Use examples from your career history or personal experience ensuring you relate your answers to the post you are applying for 


RETURNING YOUR APPLICATION FORM 
Please check your application form to ensure that all questions have been answered and sign and date the form. Post your completed application to HR Medrwn Môn, Town Hall, Bulkeley Square, Llangefni, Anglesey LL77 7LR or alternatively via email to post@medrwnmon.org. 
Completed job applications must be received by the closing date and time stated in the job advertisement. If you have been shortlisted for interview, you will normally be informed of this within two weeks of the closing date for the post. 
Due to the high volume of applications that are sometimes received, Medrwn Môn does not contact candidates that have not been shortlisted for interview. 
If appointed, you will be required to provide evidence of your right to work in the UK. This is in accordance with the Asylum and Immigration Act 1996. 
Medrwn Môn is also entitled, under arrangements introduced for the protection of children, to check with the police for the existence and content of any criminal record of the successful applicant. Information received from the police will be kept in strict confidence and will be destroyed three months after the selection process is completed. 
Please complete all sections of this form carefully in typescript using black pen, following the instructions given. Medrwn Môn aims to be an Equal Opportunities Employer and the information you provide will be the only material used in deciding if you should be interviewed. You should take care to provide as much information as possible, to show that you have the experience and competencies specified in the job description and person specification. Please give examples wherever possible to illustrate your suitability for this job; these may be taken from experience gained outside paid employment. Don’t forget to read the job description carefully before completing this form.

















	Application for Employment
	Job Title/Ref: Local Asset Co-ordinator 2026

	PERSONAL DETAILS 
Please use capital letters for this section

	Surname:
Click or tap here to enter text.
	Title:
Click or tap here to enter text.
	Forenames:
Click or tap here to enter text.

	Permanent Address including Postcode:
Click or tap here to enter text.
	Contact Address if different:
Click or tap here to enter text.

	Telephone Numbers (please include full STD codes): Click or tap here to enter text.

	Home:
	Work:

	Mobile No:


	Email:




	EDUCATION AND QUALIFICATIONS
Please tell us about your education and any courses you are currently undertaking which you feel are relevant to the post. Please start with the most recent and use an additional sheet if necessary

	Name and address of school/college/university or training body
Click or tap here to enter text.
	Dates attended please indicate full or part time
Click or tap here to enter text.
	Subject(s) studied


	Qualifications/grade obtained
Click or tap here to enter text.

	TRAINING 
Please give details of any training you have received or courses which did not lead to a qualification but which you feel are relevant to the post for which you are applying. Include any on-the-job training as well as formal courses. There is no need to mention any courses you have already listed in the section above

	Date attended (approx)
	Duration of Course
	Title of the training course or brief description

	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.
	EMPLOYMENT HISTORY 
Please give details of your employment history starting with your current or most recent employer working backwards. Please account for any gaps in your employment history. If you have not worked before or if you have been out of work for some time, please use this space to describe how you have gained the relevant experience for your application. Please use an additional sheet if necessary

	Employer’s name, address and type of business
Click or tap here to enter text.
	Date employed month/year
Click or tap here to enter text.
	Job title, main duties and responsibilities 
Click or tap here to enter text.
	Reason for leaving/salary
Click or tap here to enter text.


			      

WELSH LANGUAGE STANDARDS


	
Applications submitted in the medium of Welsh are welcomed and will not be treated less favourably than an application submitted in English. 

Are you a fluent Welsh speaker?			                                                          Yes  ☐ 	No  ☐    

Do you have a working knowledge of the written and spoken
language?                                                                                                                                        Yes  ☐    No  ☐

If successfully short listed, would you wish to use Welsh Language
at interview or any other method of assessment? 		                                            Yes ☐	  No ☐
A translation service will be proved if required. 

If you are successfully offered the post, would you wish to receive
 any contract of employment and paper correspondence relating to 
that employment in Welsh? 				                                            Yes ☐	    No ☐

If you are successfully appointed to the post, would you wish to 
receive any documents that outline training needs or 
 in Welsh?			                             Yes ☐     No ☐

If you are successfully offered the post, would you wish to receive 
any documents that outline your performance objectives in Welsh?                                     Yes ☐	     No ☐
Thank you 




	INTERVIEW/START DATE


	If appointed, when could you start work with Medrwn Môn?
‘If invited to an interview, please tell us if there are any dates that you would be unable to attend’
	




	REFERENCES 
Please give details of two referees whom we may approach for a reference. By providing this information, you will be giving your consent for Medrwn Môn to approach the referees for a reference should you be successful at interview. One of them should be your current (or most recent) employer or educational/training establishment and the other can either be a previous employer or a character reference from a professional i.e., teacher, please note we cannot accept references from friends or family members. Please indicate the earliest stage we may apply for a reference. In any event we will not make an appointment until satisfactory references have been received and we reserve the right to contact any of your previous employers for a reference.

	Referee 1
Reference
	Current / Recent Employer
	Referee 2
	Previous Employer/Character

	Name:	

	Click or tap here to enter text.	Name:
	Click or tap here to enter text.
	Position: 
	Click or tap here to enter text.	Position:
	Click or tap here to enter text.
	Organisation: 
	Click or tap here to enter text.	Organisation:
	Click or tap here to enter text.
	Address:
	Click or tap here to enter text.	Address:
	Click or tap here to enter text.
	Email Address:
	Click or tap here to enter text.	Email Address:
	Click or tap here to enter text.
	Telephone:
	Click or tap here to enter text.	Telephone:
	Click or tap here to enter text.
	Capacity in which known by you: 
	Click or tap here to enter text.	Capacity in which known by you:
	Click or tap here to enter text.
	When may we take up references?
	Click or tap here to enter text.	When may we take up references?
	Click or tap here to enter text.
	PERSONAL STATEMENT
With reference to the Job Description, please tell us how your skills, knowledge and experience meet the requirements of the role, using examples where possible, and how you can help us as an organisation further our mission and values. 
In this statement please include the reasons why you want to work at Medrwn Môn, the skills and experiences that make you a good fit for this role and your biggest profession achievements so far.

	





	I certify, that to the best of my knowledge, the information I have provided on this form is true and accurate. I understand that if the information I have supplied is false or misleading in any way, it will automatically disqualify me from appointment or may render me liable to dismissal without notice. I also consent to the information provided on my application being stored on a manual and/or computerised filing system in line with Data Protection legislation. I also give my permission for the relevant information to be used by Medrwn Môn to contact my referees.

	Signed:
Click or tap here to enter text.
	Date:
Click or tap here to enter text.

	Completed application forms should be returned to the address indicated in the Covering Letter
Please remember to include the Equal Opportunity Recruitment Monitoring Form


GDPR STATEMENT
The information provided in this application form will be retained by Medrwn Môn for the purpose of processing your application in line with our recruitment process and equal opportunities monitoring. The lawful bases for retaining your information are – GDPR Article 6(1) 
(b) Contract – for the purpose of entering into an employment contract with you – we will require your personal details. 
(f) Legitimate Interests – to ensure that Medrwn Môn’s recruitment process is conducted in line with equal opportunity legislation – we will require your personal details in case of a specific challenge but will only involve anonymised information for general monitoring. 
Your personal information will be retained for a period of 6 months and will then be destroyed but anonymised information may be held for longer to ensure effective monitoring but will not be relatable. 
Medrwn Môn takes appropriate organisational and technical measures to secure your information and to protect it against unauthorised or unlawful use and accidental loss or destruction, including using secure servers

EQUAL OPPORTUNITIES POLICY
Medrwn Môn is committed to providing equal opportunities in employment and to avoiding unlawful discrimination. The organisation has an established policy to try and ensure that no unlawful discrimination occurs, either directly or indirectly, against any person on the grounds of age, disability, sex, gender reassignment, pregnancy, maternity, race (which includes colour, nationality and ethnic or national origins), sexual orientation, religion or belief, or because someone is married or in a civil partnership. These are known as "protected characteristics”. 
Direct discrimination is where a person is treated less favourably than another because of a protected characteristic. 
Indirect discrimination is where a provision, criterion or practice is applied that is discriminatory in relation to individuals who have a relevant protected characteristic (although it does not explicitly include pregnancy and maternity, which is covered by indirect sex discrimination) such that it would be to the detriment of people who share that protected characteristic compared with people who do not, and it cannot be shown to be a proportionate means of achieving a legitimate aim. 
Discrimination by victimisation is also recognised as unlawful. 
The organisation will avoid unlawful discrimination in all aspects of employment including recruitment, promotion, opportunities for training, pay and benefits, discipline and selection for redundancy. 
It is recognised that the principal responsibility for providing equal responsibility in employment rests with the Organisation. Each employee and Manager is required to be familiar with, and to implement, the Organisation’s Policy and is urged to comply at all times not only with that policy but with the spirit of Equal Opportunity Legislation and Codes of Practice. 
It is the responsibility of each Manager within the Organisation to ensure that his or her treatment of employees, and the decisions and approach taken within their own sphere of operations are devoid of discriminatory practices. 
The individual responsible for overseeing and checking upon the satisfactory implementation of this Policy is the Chief Executive Officer who is empowered to thoroughly investigate, and if appropriate redress, any identified or claimed discriminatory incident or practice. 
The Senior Management Team and the Board of Trustees give their full backing to this Policy and will support all those who endeavour to carry it out.









EQUAL OPPORTUNITIES RECRUITMENT MONITORING
Dear Applicant, 
Medrwn Môn is an Equal Opportunities employer. In order that Medrwn Môn can monitor the effectiveness of our advertising strategies and recruitment programmes to ensure they are open to all sections of the community, we have designed a Diversity Questionnaire with the intention of having a separate, confidential record of your name, where you obtained information about the vacancy you applied for and information about the protected characteristics within the Equality Act 2010 listed below:
· Age
· Disability
· Gender reassignment
· Marriage and civil partnership
· Pregnancy and maternity
· Race – this includes ethnic or national origins, colour or nationality
· Religion or belief – this includes non-belief
· Sex
· Sexual orientation
To assist us in this, it would be helpful if you would take the time to complete this questionnaire in full and post, with your completed application form, to HR Department, Medrwn Môn, Town Hall, Bulkeley Square, Llangefni, Anglesey LL77 7LR, or alternatively send both via email to post@medrwnmon.org. 
The information contained in this questionnaire will be treated as confidential and will only be used for monitoring purposes.
Your Information 
The Data Protection Act 2018 gives rights to individuals in respect of personal data held about them by others and as directed by the Act. 
Medrwn Môn is the Data Controller and is registered with the Information Commissioner for the purposes of the Data Protection Act 2018 (DPA). The diversity information you provide will enable Medrwn Môn to monitor the effectiveness of our Equal Opportunities Policy and meet our legal obligations under the Equality Act 2010. Effective monitoring is an important tool for measuring performance and progress towards equality and diversity goals and in ensuring a truly inclusive working environment. This information is only used for research and statistical analysis. 
Diversity information is defined by the DPA as “sensitive”. It is not mandatory to supply “sensitive” information, but should you do so, it will not affect your application in any way. 
The information you give will be held on both manual and electronic systems by Medrwn Môn. 
Thank you for your co-operation. 
HR Department

Equality and Diversity Monitoring Form
This form will be detached from your application form and the information transferred to our Human Resources database to help monitor the diversity of applications we receive. This will enable the organisation to develop appropriate policies and procedures in respect of diversity and equal opportunities. The information will be held on computer files for the purposes of monitoring the operation of our equal opportunities policy only and is subject to the provisions of the Data Protection Act. 
Please could you return the completed form with your completed application form to the HR Department where it will be kept strictly confidential. 
Personal Details
	Surname:

	Click or tap here to enter text.
	First Name:

	Click or tap here to enter text.
	Age:
	16-24  ☐
25-29  ☐
30-34  ☐
35-39  ☐
40-44  ☐
45-49  ☐
50-54  ☐
55-59  ☐
60-64  ☐
65+     ☐
Prefer not to say ☐




	Gender Identity:
	Male ☐
Female  ☐
Prefer not to say ☐

Have you gone through any part of a process to transition from the sex you were assigned at birth to the gender you identify with today, or do you intend to?

Yes  ☐
No    ☐
Prefer not to say ☐



Sexual Orientation
	What is your sexual orientation?
Heterosexual / Straight  ☐
Gay woman                    ☐
Gay man Bisexual          ☐
Prefer not to say             ☐
If you prefer to use your own term, please specify here ☐






What is your ethnicity?
Ethnic origin is not about nationality, place of birth or citizenship, it is about the group to which you perceive you belong?
	Asian/Asian British

	Mixed/multiple ethnic groups

	Indian
	☐	White and Black Caribbean
	☐
	Bangladeshi
	☐	White and Black African
	☐
	Pakistani
	☐	White and Asian
	☐
	Prefer not to say
	☐	Prefer not to say
	☐
	Any other Asian background please write:
	☐	Any other mixed background please write:
	☐
	Black/ African/ Caribbean/ Black British
	
	White
	

	African
	☐	English
	☐
	Caribbean
	☐	Welsh
	☐
	Prefer not to say
	☐	Scottish
	☐
	Any other Black/African/Caribbean background please write
	☐	Northern Irish
	☐
	Other ethnic group
	☐	Irish
	☐
	Arab
	☐	Romany Gypsy
	☐
	Chinese
	☐	Irish Traveler
	☐
	Prefer not to say
	☐	Roma
	☐
	Any other ethnic group please write
	☐	Prefer not to say
	☐
	
	
	Any other white background please write:
	☐

Religion/Belief
	What is your religion or belief?
	

	No religion or belief
☐
	Buddhist
☐
	Christian

☐
	Hindu

☐

	Jewish
☐
	Muslim
☐
	Sikh

☐
	Prefer not to say
☐



	If other religion please write
If you prefer to use your own term, please specify here Click or tap here to enter text.

	Where did you see the post advertised?

		


	Why did you decide to request further information? Please tick the appropriate boxes:


	Salary
☐
	Reputation of Organisation
☐
	Location
☐
	Duties of the Post
☐

	Work of Project
☐
	Other (please specify)
Click or tap here to enter text.
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