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National Galleries of Scotland Notes for Applicants

Application Form Completion:

All current vacancies are advertised on the Jobs page of the National Galleries of Scotland website http://www.nationalgalleries.org/aboutus/job/1:170 
National Galleries of Scotland require all applicants to complete an application form. CVs are only accepted as supplementary information to a fully completed application form. 
Application forms and Equal Opportunities forms should be completed and returned in Word format. Both of these documents are available to download from the Jobs page.
Equal Opportunities in Employment:

National Galleries of Scotland is committed to being an Equal Opportunities Employer. We aim to treat all applicants equally and ensure that unacceptable prejudices do not influence decisions. 

The details supplied in the Equal Opportunities Monitoring Form will be treated confidentially and will not affect your application in any way. 

Selection Criteria:

Selection is based on identifying the person with the knowledge, skills, experience and attitudes which best meet the requirements of the job. A full list of criteria can be found in the relevant job description
Eligibility to Work in the UK:

Employers are required to ensure that any prospective employee is legally entitled to work in the UK. At interview stage, you will be required to provide appropriate documentation as evidence, (normally in the form of a passport and/or other documentation e.g. passport/visa which states that you have the right to work in the UK). You should check whether there are any restrictions on your freedom to take or change employment before you apply for a post.  

Security:

All successful applicants will be subject to a basic criminal records check provided through Disclosure Scotland. An offer of employment will be conditional on obtaining a satisfactory certificate. Some posts require a five year Air Cargo check, and some candidates may be required to complete an overseas criminal records check.  
Appointments:

It is National Galleries of Scotland practice to seek the successful candidate’s consent for two written references and to ask for documentary proof of qualifications. Any offer of employment will be conditional on both of these being satisfactory to the National Galleries of Scotland, in addition to obtaining a satisfactory Disclosure Scotland certificate.
References will not normally be contacted until after a conditional offer of employment is made to the successful candidate after the interview process is completed. All references should be work or education related.
Completed Applications:
Applications may be submitted by email or post, and must be received by the closing date as stated on the Job Description. Applications arriving after the closing date will not be considered for short listing. 
Electronic applications do not require a hard copy signature, however the successful candidate will be required to sign their application form as a condition of their employment.   

Full details on how to submit completed applications can be found on the related job description.

Please note it is not standard practice to acknowledge receipt of application forms.
All job descriptions will list the anticipated interview and detail when candidates should expect to be contacted if they are successful in the sifting process.  The sifting process will normally be complete two weeks after the closing date, however the length of this process is dependant on the job applied for and volume of applications received.  Candidates will not be successful if they are unsuccessful at this stage.
_1058939844.doc
[image: image1.png]NATIONAL
GALLERIES OF
SCOTLAND







