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ADVICE FOR PREPARING YOUR APPLICATION

The first step

The first step in applying for a position is to prepare and submit a written application.  The written application is an important first stage in demonstrating your claims to the selection panel.

The following documents are required as part of your written application

Covering Letter
It is recommended that you include a covering letter with your written application as it allows you to introduce yourself and to highlight the reasons you are seeking a position with Langford.

Selection Criteria
Langford requires you submit an application that addresses each of the selection criteria.  It is recommended that the applicant type the criteria first, then the response.   In addressing the selection criteria, please provide information in relation to:

· Relevant knowledge

· Demonstrated experience

· Qualifications

· Skills

Current Resume or Curriculum Vitae
A resume is a history of your employment and work experience and cover the following areas:

· Your employment – chronological order starting with current;

· Dates of employment, brief outline of main duties, responsibilities and major achievements;

· Your qualification, year awarded and full name of institution attended.

· Two referees stating name, position, place of employment and contact numbers (please confirm with your referee that they are happy to supply a reference for you)

In relation to your written application
It is preferable your application be typed.  Langford are unable to return your application to you.  It is therefore suggested that you retain a copy for your reference.  
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