
 
Notes on Completing the Application Form 

 
 

 
Thank you for your interest in our vacancy.  These notes are intended to help 
you make the most of your application. 
 
Please make sure you have read fully the job description (including person 
specification) and accompanying information. 
 
Job description 
The principal responsibilities of the post are listed. This is not an exhaustive 
list, but the job description gives an idea of the purpose and scope of the role. 
 
Person specification 
The experience, knowledge and skills listed are required for the effective 
performance of the post; demonstrated through workplace, voluntary work or 
alternative experience.   
 
Completing the form 
artsdepot uses a standard application form for every advertised vacancy.  
This is the only source of information we will have about your skills and 
experience, so it is essential that you fill it in thoroughly and thoughtfully.   
 
“Outline your suitability for the post” 
This is the heart of your application - your response to this section determines 
whether or not you are shortlisted and invited for interview.  It is helpful if you 
go through the person specification and tell us exactly how you meet it.   
 
The shortlisting process 
Shortlisting is carried out purely on the information contained in the 
application form. Candidates are assessed against the attributes of the person 
specification, and if these are not met, or if there is insufficient detail to make 
a judgement, the application is rejected.   
 
Equal Opportunities monitoring 
Please enclose the completed monitoring questionnaire with your application 
form. When the applications are received, the EO questionnaires are removed 
before any decision on shortlisting is made. 
 
Access for people with disabilities 
We want to be an open and welcoming employer and meet the needs of all 
individuals who apply for posts with artsdepot. We are able to offer application 
packs in different formats by request.  
 
 


