
Notes for applicants on completing the 
application form 

 
 
 The form can be completed by typing directly into the form fields 

but if you prefer to print it out and fill it in by hand you should use 
black ink or black ballpoint pen.  This will make it easier for 
photocopying purposes. 
 
Please note that your input to the online form is restricted to the size 
of the visible boxes. 

 
 Please do not send in your CV.  It will not be considered if 

you do. 
 
 One of your referees should be your present or most recent 

employer.  If you have not been employed or have been out of 
employment for a long time, please give the name of someone who 
knows you sufficiently well to confirm the information you have 
given and to comment on your ability to do the job.  This should 
not be a relative or purely personal friend. 

 
 The enclosed person specification lists the minimum requirements 

for this post.  When shortlisting for interview the selection panel 
will only consider the information contained in your application 
form and will assess this against the person specification. 
 
Please note: There may be more sections on the form than in the 
person spec. If that is the case, please leave the extra section(s) 
blank.  

 
 The selection panel cannot make assumptions about the nature of 

the work you have done or your experience from a list of job titles.  
It is therefore important that you use the space provided to 
demonstrate how you meet the requirements.  Paid and voluntary 
work are not the only experiences worth quoting.  Other life 
experiences and skills may be just as valid. 

 
 If you are shortlisted for interview, the selection panel will ask you 

questions based on the person specification which will cover the 
areas in more detail. 

  
 The following applies only to advisers, and not to other posts. 

Sections 25 and 26 (1) (d) or (g) of the Immigration Act 1971 are 
concerned with the following offences: assisting illegal entry, 
falsifying documentation or obstructing the authorities investigating 
immigration offences. If you have committed one of the offences 
above you may still be able to be an adviser; however, we would 
have to contact the Office of the Immigration Services 
Commissioner in order to discuss the issues.  


