Guidance for Candidates

Let us help you apply.

Guidance for Candidates

Guidance on Completing your Application Form

Please complete the application form by hand, typed or email, clearly indicating the post you are applying for (i.e. job title and reference number) in the space provided at the top of the form. It is essential that your application form reaches us by the date and time the post is due to close so that it can be considered for short listing.

The application form must be completed in full. You should provide information matched to the person specification criteria of the job profile. Please note that a full career and educational history is required. A complete account of your career history will enable us to give full consideration to your application. We cannot consider or make assumptions if key information is missing. Submission of a CV alone will not be accepted. It is our policy to recruit candidates directly from advertisement through the University’s website and other media to ensure equality of opportunity and we do not use recruitment agencies.

If you have any specific requirements to help facilitate your application please do not hesitate to contact the Recruitment Team.

Equal Opportunities Information

Please visit our Equality and Diversity section
 

Guaranteed Interview Scheme (GIS)

The Two Ticks symbol is awarded by Jobcentre Plus 'to employers who have made commitments to employ, keep and develop the abilities of disabled staff'. The University of Chichester recognises that people with disabilities can contribute significantly to the success of an organisation, have significant skills, qualifications and experience to offer and yet often face unnecessary barriers to employment. As part of this initiative, we guarantee to interview anyone with a disability whose application can demonstrate that they meet the essential criteria for the post, as detailed in the job profile. There is a section in the application form where you should indicate whether you wish to be considered under the GIS by declaring a disability (as defined under the Equality Act 2010).

Completion of the application form

Please ensure that you read the declaration and sign the form to certify that all the information provided is complete and accurate. If you return the form you are deemed to have accepted the conditions contained within the declaration through the act of emailing your application.

Download: University of Chichester Application Form

For academic / research posts three satisfactory references are required with one being your current or most recent employer. For any other posts two references are required. Testimonials or references from family members will not be accepted.

Submitting your application

Please return the application form and any related information to Human Resources not later than 12.00 noon (unless otherwise stated) on the advertised closing date. Please return your application by email to HR@chi.ac.uk by fax on 01243 816116 or by post to The Recruitment Team, University of Chichester, The Gatehouse, Bishop Otter Campus, College Lane, Chichester, West Sussex PO19 6PE.

Acknowledgement of Application

Your application will be acknowledged by email and if this does not occur please contact the University Recruitment team on (01243) 816114 as soon as possible. We regret, however, that we are unable to notify applicants individually if they are unsuccessful with their selection for interview. Applicants should assume that they have not been shortlisted for interview if they have not been contacted within three weeks of the closing date.

Shortlisting

Once a vacancy has reached the closing date, we will shortlist candidates based on the person specification.
As soon as a decision has been made, the HR Department will contact shortlisted applicants to arrange interviews. Normally you would expect to hear from us within two to three weeks of the closing date if you have been selected for interview.
In some cases, we will need to seek references prior to interview; in others we will only seek these following an offer of employment.

Interviews

The interview is your opportunity to promote yourself, your skills and abilities.

· Interviews are normally conducted by a panel which will include the line manager.

· In some cases, there may be second or even third interviews. Some interviews may need to be conducted by telephone or skype.

· You may be asked to do a presentation or undertake a test at your formal interview. You will receive details of these with your invitation to interview.

· It is not currently the policy of the University to pay any interview expenses.

All successful applicants will need to provide original evidence of their Right to Work in the UK. This may include a current passport or work visa. Before any work at the University is undertaken, workers must demonstrate that they meet the criteria laid down by the UK Border Agency and have the Right to Work in the UK. For more information go to the UK Border Agency website.

Finding the University of Chichester

For location and travel information please visit How to Find Us

Criminal Records Bureau Check

As the University provides education to some children and vulnerable adults, currently the majority of successful candidates will be subject to Criminal Records Bureau checks at a standard or enhanced level. For more information on criminal records please visit Directgov, Criminal records check.

Staff Benefits

The University has a number of staff benefits to enhance your employment

· At present the University has a final salary pension scheme for staff eligible to join either the Teachers Pension Scheme (academic staff) or Local Government Pension Scheme (professional services staff). Full details of the schemes can be found on the relevant websites

· Competitive salary and holidays (including Christmas closure.)

· A comprehensive in-house Staff Development programme. The University’s Staff Development programme covers a wide range of professional development opportunities to support and enhance the capabilities of staff in the achievement of the University’s strategic and operational objectives.

· Occupational sickness benefit scheme.

· Occupational maternity, paternity and adoption benefits

· Childcare voucher scheme

· Subsidised on-site parking and some free local parking. Inter-site subsidised transport during term time interconnecting with the local transport links at Chichester bus and railway station.

· Gym membership is available at a discounted price for all staff. At the Chichester campus there is a sports centre comprising fitness suite, climbing wall, sport hall and other fitness facilities.

· On-site shop at Chichester campus.

· Staff rooms and on-site catering are provided at both campuses.

· Beautiful green campus environment, both in Chichester and Bognor Regis, with many lovely spots to spend your time when not working.

· Free staff membership of Learning Resource Centres with newspapers, periodicals with free internet and book loans for staff.

Contacting Us

If you have any questions or queries about working at the University of Chichester please do not hesitate to contact us.

The Recruitment Team, University of Chichester, The Gatehouse, Bishop Otter Campus, College Lane, Chichester, West Sussex PO19 6PE.

We look forward to receiving your application and thank you for the interest you have shown in the University of Chichester.

