
Application 
Process: 
! Email your application 

to 
mailto:gbcrecruitment
@gosport.gov.uk 

! Ensure the post title 
and reference number 
is in the subject line of 
the email. 

! Applications are sent 
to the manager for 
assessment. 

! If you are not 
shortlisted you will be 
contacted by email. 

! If you have been 
successful we will call 
or email with details. 

Gosport Borough Council 

How to Apply: 
Thank you for your interest in the role.  We appreciate that 
this part may not appear to be the most interesting however 
you must pay attention to the following instructions to 
increase your chances of being shortlisted. 
Note: Please do not apply if you have submitted an application for this post in the last 6 
months. 

There is NO application form; 
We will shortlist for interview/assessment based on 

the information you provide. 

The Basics - ensure you include: 
1. The Reference Number and Post Title
2. Where you saw the advert
3. Your Contact details including email and phone

number
4. Full employment history -

a) Employer
b) Employment dates
c) Reason for leaving
d) Gaps will need to be explained

5. If applying as a secondment, you will need
permission from your current line manager
releasing you for this secondment. Please state
you have this on your application.

6. References, including current or most recent
employer.
Please be clear if you do not wish us to contact any of
the referees at this stage as we may contact them

Why should we consider you for the role: 
You must demonstrate your suitability with relevant 
examples against each of the points listed on the Job 
Profile under "Who are we looking for". We receive a lot of 
applications so the more relevant and detailed the 
examples the better. 

Please: 
Do not submit a 
CV, we need you 
to follow the given 
instructions. 

Do not leave 
anything out that 
we have asked for. 

Do not be generic 
in your application, 
the more relevant 
your information 
the better. 



Additional information required: 
Please ensure that you include in your application (either by 
cutting and pasting or copying) the following disclosure of 
relationships statement: 
Disclosure of relationships: please delete as applicable 
I certify to the best of my knowledge and belief, I am not related to, 
or in a relationship with, any Councillor, or employee of Gosport 
Borough Council. 
I declare that I am related to, or in a relationship with, the following 
Councillor or employee of Gosport Borough Council. 

Name…………………….…Position…………………..Relationship……….…………. 

Name…………………….…Position…………………..Relationship………….………. 

Signed……………………………………… 

Date………………………………………… 

Criminal Convictions 
The Rehabilitation of Offenders Act 1974 requires applicants to 
give details of any convictions that are not spent. Failure to 
disclose such convictions could result in disciplinary action or 
dismissal.  For more information on this act follow link to Ministry of 
Justice webpage for some posts this may be followed up with a 
basic check with Disclosure Scotland. 

! Do you have any previous convictions? 
! If yes, please detail offence(s) including date(s) and 

sentences(s) on a separate document. 
Sending your Application 
Email your application to gbcrecruitment@gosport.gov.uk or by post to Human 
Resources, Gosport Borough Council, Town Hall, High Street, Gosport, PO12 
1EB ensuring the reference number and the Post Title are in the subject 
box – this will ensure your application is sent to the correct manager as quickly 
as possible.  
If you have any queries, contact us on 023 92545650 (9:00am to 5:00pm 
Monday to Friday). 
You will need to demonstrate that you have the Right to Work in the UK. No post 
will be offered without it. 

" 
We 

appreciate 
the effort that 

candidates 
make to 

apply, but 
there is no 

guarantee of 
being 

shortlisted, 
following the 
instructions 
and using 

relevant real 
examples will 
increase your 

chance. 



Data Protection and Fraud: 
Gosport Borough Council will process your personal information appropriately and 
legally in accordance with the Data Protection Act 1998, the National Fraud 
Initiative (details of which can be found at www.audit-commission.gov.uk/nfi) and 
other relevant legislation. The details you provide will be held in a secure system 
or database and will only be shared with other organisations where the law allows. 

You should be aware that we may be required to disclose your personal 
information without your consent for the purposes of preventing or detecting 
crime/fraud or apprehending and prosecuting offenders (for example to the Police, 
Audit Commission or Department for Work and Pension or as part of the National 
Fraud Initiatives) or where we have a statutory duty to do so. 

! Please note that providing false information is an offence and could result in 
the application being rejected or summary dismissal if you are appointed to 
the post & possible referral to the police and or the DBS (all safeguarding 
posts). 

Non-EEA job seekers: 
Applications from job seekers who require Tier 2 sponsorship 
to work in the UK are welcome and will be considered 
alongside all other applications. However, non-EEA 
candidates may not be appointed to a post if a suitably 
qualified, experienced and skilled EU/EEA candidate is 
available to take up the post as the employing body is unlikely, 
in these circumstances, to satisfy the Resident Labour Market 
Test. The UK Border Agency requires employers to complete 
this test to show that no suitably qualified EEA or EU worker 
can fill the post. For further information please visit UK Border 
Agency website. 

Summary: 
! Ensure you have read the job description and person spec or job profile to 

understand if this is the right role for you. You can research the role on the 
National Careers Service site here. 

! Read and follow the instructions on how to apply.  If you don’t not only do 
you reduce your chance you may not be considered at all. 

" 
All offers of 

employment will 
be conditional on 

all relevant 
checks for this 

post being 
completed and 

satisfactory. 
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