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GUIDANCE NOTES FOR COMPLETING United Synagogue
APPLICATION FORMS
About The United Synagogue 
Vision
Our vision for the United Synagogue is of a modern and united family of communities with members connected to vibrant Jewish life and Torah values.

Mission
The mission of the US Executive Office is to serve our communities and to lead the organisation by

1. Initiating, developing and supporting communities and helping them provide relevant and high quality services to their members    

2. Providing the infrastructure for Jewish religious life
3. Developing creative programmes, which involve members and potential members in Jewish life and values
4. Recruiting, developing and maintaining outstanding Rabbis and other Professional staff, lay leaders and volunteers 

Values
The values that lie at the heart of the United Synagogue are embodied in the principles of Torah and Halacha. These values are:

· The welcoming of every Jew

· Creating a sense of belonging

· Life long Jewish learning

· Spiritual growth and practice

· Mutual responsibility

· The centrality of Israel in Jewish life
The purpose of the United Synagogue is to create communities committed to the principles of Torah and Halacha and inclusive of every Jew.

Recruitment process

Please indicate on your application form any dates you are unavailable for interview after the closing date in the event you have been shortlisted.
In order for us to consider your application, you will need to send us the following documents:

· Application Form Part 1 should clearly demonstrate why you are applying and how you meet the person specification requirements. 

· Application Form Part 2 includes your Eligibility to work in the UK, Rehabilitation of Offender’s Act 1974, Disability and an Equal Opportunities Monitoring segment; these sections must be completed in full. Please include the names, positions and contact details of two referees, including your current or most recent employer. No contact will be made to any referee/s in advance of an offer being made, without your prior approval
Completed applications can be emailed to hr@theus.org.uk 

Alternatively, you may post it to HR Department, 305 Ballards Lane North London N12 8GB, with the correct postage. 

When emailing or posting applications, please ensure that it will arrive no later than 5.00 pm on the closing date. 

If the post you are applying involves contact with children or vulnerable adults, you will be required to complete a DBS application (formally a Criminal Record Bureau Check) and for this, you will require additional forms of identification. 

Guidance notes on completing the application forms 
Please read these notes carefully before completing the Application Forms Part 1 and 2.

The purpose of completing the application form is to enable you to be short-listed for interview. Completed application forms are matched against the requirements set out in the person specification to create a shortlist.  
It is important that you complete the application form fully. Please be advised that we do not normally accept curriculum vitae (CVs) unless specifically requested on our website and advert. If you submit a CV, we will send you the applications to complete.
Should you wish to receive an application pack in an alternative format please contact hr@theus.org.uk with your specific requirements.

Completing the application form Part 1 
It is advised that prior to completing the application form you read the job description and person specification carefully as this will help you to understand what the job entails and give you an insight into the skills and experience we are looking for. To be short-listed for interview you must clearly demonstrate how you meet the criteria listed in the person specification. We will not make assumptions about your achievements and abilities so you must clearly state on the form how exactly you feel you match the listed requirements.

The following tips are designed to help you complete the application form as effectively as possible:

· Read all the information you have been sent about the job and the application form carefully before you begin to complete the form. Ensure that you are clear about what you are being asked to do.

· Make sure that your application is specific to the job you are applying for. A standard application form, which you have prepared before, may not address all of the items in the person specification.

· Think about the extent to which you possess the skills and experience necessary to do the job. You should then provide information about skills and experience which address all of the items in the person specification. If possible, try to do so in the order in which they are listed.

· It may be helpful to do a rough draft of the form first to avoid mistakes and repetition.  

· Give examples of your skills and experience, and write in a positive way. Remember to write about those things that you have personally been responsible for.

· In giving examples think about what you did, how you did it and what was the outcome or how you added value or made a difference.
· Select those aspects of your experience, skills and interests that are relevant to the job.
·  Remind yourself of your qualities and skills that you may take for granted.

· Remember to consider relevant skills and experience acquired outside of paid work - for example, experience gained from community or volunteer work, or in your leisure interests.

· When listing your previous jobs, ensure that dates are correct and in the right order, stating your most recent employment first.

Completing the application form PArt 2

We ask all applicants to declare whether they have a disability. The reason for doing this is to ensure we fulfil our commitment to make reasonable adjustments for interviewing disabled applicants. Please inform us if you have any special requirements, should you be selected for interview.
The United Synagogue is an equal opportunities employer and positively encourages applications from suitably qualified and eligible candidates regardless of sex, race, disability, age, sexual orientation, or religion or belief.

Unfortunately, due to the large volumes of applications that the United Synagogue receives we are not able to offer feedback to applicants who are not shortlisted.
	Data Protection Act 1998

	Any data that you provide will be held confidentially and will only be used for recruitment to the post you have applied for as well as for employment monitoring purposes. Should you be unsuccessful, your application will be destroyed after 12 Months. However, should you be successful then the relevant information will be kept as part of your employee file.
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