Job application guide

Step 1 - Prepare yourself

1. Get all your basic information together: personal details, education, referees etc. 

2. Check the closing date and give yourself enough time to prepare and submit your application  

3. Read the job description, competency framework and values document to find out what we are looking for.

4. Research Macmillan beforehand. This will help you think more widely about the work we do, how the role you are applying for fits in, and what look for in our people.

	How do you demonstrate the competencies and values we are looking for? 




Step 2 - Find out what the essential and desirable criteria are for the role

Think about your experience, the things you have accomplished and why you think you can do this job. Any evidence you supply should be relevant to the skills, knowledge and experience outlined in the job description.

	Make a note of the key criteria and think of examples from your experience that demonstrate how you meet what we’re looking for.




Step 3 – Prepare your CV

You should tailor your CV for every job application so that it lists the skills and experiences that are most relevant to the job you're applying for. Not every job will be asking for the same things, but every CV you send out needs to be 100% relevant to the requirements of that job.

There are different styles of CV you may want to use. If you haven’t already settled on a style of CV, a skills-based CV structure is a good way to showcase your ability.
For example:

Personal profile - a brief, thoughtfully worded statement tailored to the specific job. Use it to show your career motivation and how you match the required skills. Make sure that the rest of the CV has evidence to back this up. Highlight your career aim and, if relevant, give your rationale and motivation to move into a new role or sector. Take care to make the statement positive and professional. Do not include vague or general remarks or exaggerate your talents.

Skills profile - the major section in this type of CV, based upon the list of requirements in the job description. Try using the table below to create your own skills profile by identifying examples from your experience against the key criteria. Step 2 may help you identify which skills to highlight.
	Skill/Experience
	Example from your career or work experience

	
	

	
	


Other information you may want to include on your CV:
Education and qualifications - a short summary with most recent or relevant first.

Key achievements- if appropriate to your experience, you could highlight significant achievements, successes or responsibilities with a separate list.

Work history - a reverse chronological list of jobs and employers with a brief description of significant achievements. Have separate headings for ‘relevant work experience' and ‘other' work experience if appropriate. Include unpaid work if this adds weight to your case.

Step 4 - Write your supporting statement

We ask you to provide a supporting statement explaining why you are applying for the vacancy and how you feel your transferable skills, relevant experience and achievements match the competencies for the role. You’ll need to make particular reference to the job description for the role.

Now use steps 1, 2 and 3 to write your supporting statement. Your aim is to write your own interview invitation, so you want to stand out.

Tips:

· Allow plenty of time and make sure you won’t be disturbed. Our online form allows you to ‘save and return’. 

· Prepare the statement offline. This allows you to save and check the word/character count before pasting the text into the form.
· Beware of lapsing into the informal style you might use when sending emails to friends. 

Step 5 - Final checks

Spell check and proof read your application. If possible, ask a friend to check it too.

Check that you have included everything you’ve been asked for.

Keep a copy of your application, so you can go over it before the interview. You can login and view this on the online application system, so keep your password handy.

Good luck.
