SELECTION PROCESS
Appointments to the Office of the Police Ombudsman for Northern Ireland are made under the ‘merit principle’, where the best person for any given post is selected in fair and open competition.

Making your application – Guidance for Applicants
The application form is designed to ensure that applicants provide the necessary information to determine how they meet the competition requirements and the eligibility/shortlisting criteria.

· Applicants must clearly outline on their application forms how their qualifications and experience meet each of the essential and desirable criteria, giving length of experience and dates as required.

· If the applicant believes their qualification is equivalent to the one required, the onus is on them to provide the panel with details of the awarding body, modules studied etc so an informed decision can be made.

· The space available on the application form is the same for all applicants and must not be altered.

· We will not accepted CVs, letters, additional pages or any other supplementary material in place of or in addition to completed application forms.

· Applicants must complete the application form in either font size 12, or legible, block capitals using black ink.

· Applicants must not reformat applications forms.

· Information in support of your application will not be accepted after the closing date for receipt of applications.
· Applications will not be examined until after the closing deadline.

· Do not use acronyms, complex technical detail etc.  Write for the reader who may not know your employer, your branch or your job.

· Write down clearly your personal involvement in any experience you quote.  Write ‘I’ statements e.g. I planned meetings, I managed a budget, I prepared a presentation.  It is how you actually carried out a piece of work that the panel will be interested in.

· The examples you provide should be concise and relevant to the criteria.  This is very important as the examples which you provide may be checked out at interview and you may need to be prepared to talk about these in detail if you are invited to interview.  It is your unique role the panel are interested in, not that of your team or division.

· If you do not sufficient detail, including the appropriate dates to meet the eligibility criteria, the selection panel will reject your application.

· Applications will be accepted by post or hand delivery to the Human Resources Department, New Cathedral Buildings, 11 Church Street, Belfast, BT1 1PG or via email to recruitment@policeombudsman.org. 

· The responsibility for ensuring applications are received on time lies with the applicant and the closing time and date will be strictly applied to all applicants.

· When submitting an application using e-mail it will be the responsibility of the applicant to ensure that the application is received before the closing time.

· Technical problems associated with digital transmission of data can mean that email delivery is not instantaneous.  It is recommended that emails are sent allowing sufficient time for any potential problems.

· Candidates should ensure that they keep their emailed applications within the required timeframe.

· The HR Department will reply to e-mailed applications acknowledging receipt of the application.  If you do not receive a reply e-mail please contact the HR Department on 028 9082 8722
