HARBOUR
APPLICANT GUIDANCE

Completing the on-line application:

Right to Work in the UK: You are required to confirm you are eligible for employment in the
UK. This is so that we can ensure compliance with the Immigration, Asylum and Nationality
Act 2006 which requires organisations to ensure individuals to whom they are offering
employment have permission to work in the UK e.g.they hold a British passport/birth
certificate/work permit etc. If appointed, you will be required to produce such evidence.

Qualifications and training: Please provide relevant information to assess your attainments
relevant to the post for which you are applying. We may ask to see any certificates or
qualifications you hold. If required, we will ask you to bring them if you are invited to attend
for interview.

Membership details: Please detail any relevant memberships of professional or trades
organisations you currently hold.

Current and Previous Employment Details: Please give relevant details to give an accurate
picture, both about the type of work you are/were doing and the responsibilities you have
had. Please start with the most recent, supplying exact dates where possible.

References: Please supply full contact details (including email addresses) of two referees,
one of which should be your current employer and the other a previous employer. We
normally only request references if you are appointed to the role. Any offer of employment
will be conditional on satisfactory references.

Additional Information/Supporting Statement: Please refer to the job description and
person specification and provide examples to illustrate how your experience and skills
match the essential criteria of the post for which you are applying. You can also use this
section to add any further experience or information relevant to the post.

Rehabilitation of Offenders Act 1974: Under the Rehabilitation of Offenders Act 1974 it is
unlawful for an employer to discriminate on the grounds of a spent conviction. However,
some types of jobs are exempt from this Act — this means you have to disclose spent
convictions as well as unspent ones. Please be aware of your rights and responsibilities when
disclosing convictions.

Disclosure Checks: All roles in Harbour are subject to a basic or standard Disclosure or PVG.
This will be detailed on the advert and if you are successful, this will form one of the pre-
employment checks we carry out.

Next Steps:

We will contact you through the recruitment portal to advise you of the outcome of your
application. If you are successful, you will be invited to interview by email.

Interview expenses:

If you are selected for interview and required to travel to attend interview, we will reimburse
reasonable travel and subsistence expenses incurred within the UK. All expense claims
other than car mileage must be supported by receipts.
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