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What details you will need:

· E-mail address. 
· Current / recent job details 
· Details of previous jobs if available 
· Contact details for two referees
· Relevant details of education and any professional qualifications 

Page 1: Email Address

We will use your e-mail address to contact you, so use the one that you have easy access to. As soon as you provide your email address, we'll email you with a link so 
you can save and return to your application at any time. It is therefore important that you check for typos before continuing to the next page, otherwise our emails may never reach you!

Page 2: Personal Details

In this section, we will be asking about your:
· Right to Work - we have a legal responsibility to ensure that all our employees have the legal right to live and work in the UK. If we make an offer of employment, we will need to check that you are eligible to work in the UK before you start work
· Where you first heard about this position- this is so we know which adverts and websites are working best in reaching candidates.

Page 3: Present Employment

In this section, we would like details of your current employment. If unemployed, this will be your most recent employment. If you have never been employed, you may describe voluntary work or duties you have fulfilled that are relevant to the position.
· Name and address of an employer: if you were working through an agency, this will be the name and address of the agency, but please also state where you were placed. If voluntary work, please put the name of the voluntary organisation.
· Date you started the position: exact dates are great, but if you only have a month and year that is fine.
· Leave date or notice required:  if you don’t intend to leave your old job as this is a part-time position you are applying for or a casual role, or you currently only have a part-time role, that’s fine.  Please be conscious of the 48 hour working week regulations which add hours from all jobs together and if successful you may have to sign confirmation that you are happy working over those hours if the hours of all your jobs exceed 48 hours. 
· Brief description of duties: this can help demonstrate relevant experience and transferable skills that would support you in this new role if you are successful.
· Reason for leaving: if you have not left yet, please state why you are looking for a new role.
Page 4: Employment History

In this section, we would like details of your previous employment, in the same format as on the previous page. If you do not have three further occasions of employment, please only fill in the details that you can. If you have no further employment to provide, then this section can be skipped. 

Page 5: Education

In this section, we would like you to list the schools/colleges/universities that you attended for your education and the qualifications that you gained. 
Please also list any professional memberships you may have that are relevant to the position. 
· There may be some qualifications, training and professional membership requirements listed in the Job description under the “Essential Criteria”. If you have any of those listed in the person specification, do not forget to add them to your application. 
· If the qualification is being worked towards, please state (studying) with the estimated completion date.
· If the qualification has been completed, but the results have yet to be confirmed, please state (pending results) with the estimated results if known.
· Please do not add any qualification you intend to study and have not started.
On this page, we also ask that if you are applying for a part-time position that offered a choice of hours, please indicate the hours you would prefer to work and the days of availability. If this does not apply to the position, please put N/A in the box.

Page 6: Further Information in support of your application (most important part of your application – make sure you address every point in the person specification)

First carefully read the Job Description and Person Specification for the role. Then look at the Essential Criteria for the role and explain how you meet each of them by giving examples of situations where you used a relevant skill or knowledge that can be transferable into this role. It is useful to refer to your main duties, tasks, and responsibilities as well. If you meet any of the desirable criteria, you can also reference this here. 
This answer can be written as a statement, covering letter, or as a list of bullet points on why you think you're the person for the role by referring to the essential criteria for this role. 
Remember that this section is the most important in any job application.
"If you are referring to any employment not detailed in the above Employment History please add as much information as possible including length of service, position and duties."  

Page 7: Equalities monitoring & References

In this section we will ask about your Gender, Sexuality, Ethnicity, Age and whether you have a Disability. 
The details you provide on this page will not be provided to the interview panel. We are required to report confidentially on our workforce profile as part of our Arts Council funding submissions. These questions are optional, but we would be grateful if you would answer the questions on this page. This will also enable us to monitor the effectiveness of our equality and diversity policy. This information will be anonymised when used for reporting purposes. The information you provide will be retained for a period of 12 months.
You will also need to provide two separate references, if possible, they should both be employment references from your two most recent employers.
If that is not possible, an academic reference can be provided from a teacher, professor, or other types of instructors. As a last resort, a personal reference can be accepted, but this cannot be a close family member or close friend.
If you have been in previous employment, at least one reference must be your last employer.
 
Page 8: Rehabilitation of offenders Act 

Please confirm if you have ever been convicted of a criminal offence which under the provisions of the above Act is not “spent”? If you have, please give details. 
The Rehabilitation of Offenders Act does not apply to certain specified professions or posts which involve contact with children, young people or vulnerable adults and depending on the role for which you are applying, we may need to carry out an enhanced Disclosure & Barring Service (DBS) check. This will be clear on the recruitment advertisement and/or job description.
We also request you to confirm if you are listed on either the childrens’ or adults’ barred list? If you are, please give details.
We then ask if you are related to any Board Member or employee of Brighton Dome and Brighton Festival. Please include any personal relationships (such as partners).
Declaration - the tick box confirms that, to the best of your knowledge and belief, that all the information that you have provided over the last 8 pages in support of your application is correct, and that you understand that if you have used any misleading statements or made any deliberate omissions that these could result in disqualification from the hiring process or disciplinary action in future. 
Thank you for taking the time to apply, we appreciate all applications for roles and wish you every success in your hunt for a new role.

Some more useful information which can be provided in the “Further Information in support of your application section on page 6 of your application.

· Business and/or financial interests which may conflict with your employment with BDBF: please list any that you can think of (e.g. are you a supplier or contractor?) 
· Provisions or adjustments to attend an interview: when the interview panel is making their decision to select candidates, this will not be visible to them, so cannot affect their decision. HR will advise of any adjustments to be made once an interview has been offered. We encourage candidates to be open here as we want to give all candidates a fair and equal chance at interview, and this allows us to make any adjustments to the interview process as needed.
· Availability: please state if you are available to interview on the dates that were stated on the job advert. We may not always be able to put interview dates on our adverts before posting, in this instance, please state preferred days and times.
· If you are unable to attend the interview date stated please state an alternative, please note this does not guarantee an interview, if you are successful in being selected this will be taken into consideration and accommodated where possible.

Note on the use of AI in your application ﻿﻿
While AI tools are increasingly accessible, we strongly discourage their use in completing your job application. Where you do choose to use AI to support the process of writing your application, we encourage you to declare this, for example by stating ‘AI tools supported me to to write this application'.  If you are using AI for access reasons then again, please do state this clearly on your application form.
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