
APPLICATION FORM
NOTES ON HOW TO COMPLETE THE DFID APPLICATION FORM 
Please complete the application form electronically as we will photocopy the form. 

In completing the form electronically, enter text by clicking in the top left hand corner of the appropriate box and send applications electronically to the e-mail address given in the advert. In so doing we will presume that the information you have provided is true and complete. If you are invited to attend the workshop or interview you will be asked to sign the declaration page of your application on your arrival.

All of the boxes which you must complete are pre set to Arial 10 point. 

The text boxes in the “career history” section are expandable.  Other text boxes are not.

If completing you may find that you have insufficient space in which to detail your career history. If so, you should continue on a separate sheet of paper using the format in this form. 
Education and Professional Qualifications - DFID is primarily interested in the highest educational level you have achieved, as well as whether you have basic numeric and literacy skills in English, which is the language in which we work. 

Career History - list achievements rather than tasks or responsibilities.  DFID wants to know what you can do that is relevant to the job you are applying for.

NOTES ON DFID’s SELECTION PROCEDURE

DFID is an equal opportunities employer and appoints on merit by open competition.

Only the information you provide on this application form will determine if you are short listed for this vacancy – The short-listing process has two stages:

Stage 1 – initial sifts to ensure that you meet the age and nationality criteria.

Stage 2 – your capability of doing the advertised job, based on your qualifications and experience, will be considered.

If short-listed, we will invite you to an interview/assessment workshop and we will ask you to state any special arrangements we should make on account of disability.

At the interview/assessment centre we will ask you to provide proof of nationality, identity, age.  If you are provisionally selected, we will ask you to provide proof of qualifications, complete a medical clearance form and, if not already provided at the interview/assessment centre, security clearance form, and details of referees who we will contact for references.  An offer of appointment is dependent on our receiving satisfactory references, medical, security.
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	Personal Details
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Full name (with family or last name in capitals)
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	

	
	
	
	
	
	
	
	
	

	
	Title (e.g. Mr, Mrs, Miss Ms, Dr)
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Permanent address including Postcode
	
	Mailing address, if different
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Telephone Numbers

(mobile & landline)


	
	
	

	
	
	
	
	
	
	
	
	

	
	Fax. No.
	
	
	

	
	
	
	
	
	
	
	
	

	
	E-mail


	
	
	

	
	
	
	
	
	
	
	
	

	
	Daytime telephone number


	
	
	

	
	
	
	
	
	
	
	
	


	Nationality & Residency – read this note before answering the questions below
1. 
The eligibility criteria for Staff Appointed In Country (SAIC) posts funded by DFID    

        Nigeria is that a candidate must be a national of Nigeria. 

2.  All short listed applicants will be asked to provide evidence of their citizenship of  
      Nigeria. 

Please answer all of the following questions












Yes
No

   I am eligible to apply for this post on nationality grounds



   I am free to work in Nigeria






  

   I can provide proof of nationality





Only those applicants who answer “Yes” to these questions will be considered for short listing.  You will be asked to provide proof if you are short- listed.  If you cannot provide this or if any of the details you provide are inaccurate we will not reimburse any expenses you have incurred to attend assessment process / interview.



	Age – read this note before answering the question below

DFID staff retire at age 65 unless there are management reasons for offering you an extension of your service beyond that age.

Applicants would be expected to be able to give several years service before retirement.  Subject to this, applications are welcome from people of all ages.  Where there is a choice of candidates, at the end of the recruitment process, DFID can legitimately choose the candidate who is more likely to complete the full term of appointment.
                                                                                                     Yes
     No
I confirm that I have read the above paragraph and




can meet the age requirements
Only those applicants who answer, “Yes” to this question will be considered for short listing.  You will be asked to provide proof if you are short listed.”



	Educational and Professional Qualifications

Please list all post-school qualifications gained, giving subject; class, level or grade of award; and/or other professional qualifications.

	
	
	
	
	
	
	

	
	Qualification
	
	Issuing body/institute
	
	Date of award
	

	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	

	Please list any professional associations and/or learned societies of which you are a member.  If your name appears on a professional register, please state which.

	
	
	
	
	
	
	

	
	
	

	
	
	
	
	
	
	


Languages

Please indicate your level of fluency against each of the following:
1 = fluent, 2 = moderate, 3 = basic

	
	
	
	
	
	
	

	
	Language


	Read
	Write
	Speak
	Understand
	

	
	
	
	
	
	
	


	
	Career History

Please give brief details of your past employers to date, starting with your most recent employment first and work in reverse order.  Please account for any intervals. Please indicate clearly any service or   work overseas and state the country.
	

	
	
	
	
	

	
	Current employment
	
	
	

	
	1. Employer’s name and address
	1.
	

	
	2. Your position / Job title
	2.
	

	
	3. Dates employed
	3.  From:
	To:
	

	
	Previous employment
	
	

	
	1. Employer’s name and address
	1.
	

	
	2. Your position / Job title
	2.
	

	
	3. Dates employed
	3.  From:
	To:
	

	
	4. Reason for leaving
	5.
	

	
	Previous employment
	
	
	

	
	1. Employer’s name and address
	1.
	

	
	2. Your position / Job title
	2.
	

	
	3. Dates employed
	3.  From:
	To:
	

	
	4. Reason for leaving
	5.
	

	
	Previous employment
	
	
	

	
	1. Employer’s name and address
	1.
	

	
	2. Your position / Job title
	2.
	

	
	3. Dates employed
	3.  From:
	To:
	

	
	5. Reason for leaving
	5.
	

	
	Time unaccounted for:
Please state any periods unaccounted for e.g. career breaks, unemployment etc


	
	

	
	
	
	


ADDITIONAL INFORMATION

DFID’s selection process is designed to test a mix of technical and personal competencies to decide whether a candidate has the right qualities, technical ability and motivation to work effectively in development and developing countries.

The sections below ask you to describe; your reasons for application, your experience in specific areas and examples of your personal competencies against a number of competency headings.  In completing the sections, please be brief and succinct, provide information in the format specified and place most emphasis on recent experience.  Additional information over this will not be considered.  The information you provide will be used to shortlist candidates.  Thank you for your cooperation.

Reason for wanting the job:  Please state why you are interested in this job, what interests you about DFID and international development and briefly describe what you can bring to this job in DFID. Please limit this to half an A4 page.
Competency Examples.  

The following personal competencies are important in all DFID jobs.  We are interested in any experiences you have had, in or outside the workplace where you have demonstrated these competencies.  For each competency, please briefly describe the extent and depth of your experience and provide specific examples that illustrate the extent of your capability on that competency.  You may be asked to discuss some or all of the examples at interview. Please be concise and limit your description to a maximum of 250 words for each behavioural competence – and a maximum of 1000 words for the technical competency. Additional information will be discounted.
1. Seeing the big picture – Anticipate economic, social, political, environmental and technological developments to keep activity relevant and targeted

Enter your statement here describing your skills and experience against this competence. Do not exceed 250 words.

2. Making Effective Decisions - Push decision making to the right level within their teams, not allow unnecessary bureaucracy and structure to suppress innovation and delivery; Showing clarity of thought, setting priorities, analysing and using evidence to evaluate options before arriving at well-reasoned justifiable decisions.
Enter your statement here describing your skills and experience against this competence. Do not exceed 250 words.

3. Collaborating and partnering - Actively build and maintain a network of colleagues and contacts to achieve progress on objectives and shared interests; 

Enter your statement here describing your skills and experience against this competence. Do not exceed 250 words.

4. Leading and communicating - Communicating with clarity, conviction and enthusiasm; Be visible to staff and stakeholders and regularly undertake activities to engage and build trust with people involved in area of work
Enter your statement here describing your skills and experience against this competence. Do not exceed 250 words.

5. Delivering at Pace - Effectiveness in this area means focusing on delivering timely performance with energy and taking responsibility and accountability for quality outcomes. It’s about working to agreed goals and activities and dealing with challenges in a responsive and constructive way.
Enter your statement here describing your skills and experience against this competence. Do not exceed 250 words.

	6. Conflict Adviser technical competencies – Be able to successfully demonstrate and apply knowledge in conflict response, analysis, and prevention. 




Enter your statement here describing your skills and experience against this competence. Do not exceed 1000 words.

	Your Information

The Data Protection Act 1998 gives rights to individuals in respect of personal data held about them by others and as directed by the Act. You should know the following:

DFID is the Data Controller and is registered with the Information Commissioner for the purposes of the Data Protection Act 1998.

The information you give on the application form will be used by DFID and any external recruitment consultant and/or organisation appointed by us to help with the recruitment process.  It will also be used for research and statistical analysis.  The information in relation to your application and this recruitment process will be held on both electronic and paper format.

You should be aware that although our offices overseas will undertake the same level of protection for your data as it would in the EEA, the Data Protection laws outwit the EEA are likely to be less comprehensive.

Any other disclosures will only be made if we are required to do so by any court order or similar process, or as required by law.




PLEASE ENSURE THAT YOU HAVE COMPLETED THIS DECLARATION  

	DECLARATION

When you are satisfied you have completed all the questions fully, please sign below to affirm that the information you have provided is to the best of your knowledge true and complete.  If you provide any information which you know is false, or if you withhold relevant information, this may lead to your application being rejected or, if you have already been appointed, to your dismissal.

Name
Signature


Signature
Date

The completed Application form and a well-structured CV should be returned electronically to AfricaHRHubRecruit@dfid.gov.uk clearly indicating: A2L, Conflict Adviser DFID Nigeria. 

The closing date for all applications is 12noon on Monday 13th June 2016.
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