Set out below are some of the most frequently asked questions together with the answers regarding your on-line application.  If there are any questions which you think should be added please let us know by emailing us at: personnel@worc.ac.uk
Q.
I don’t want to run up a huge telephone bill working on-line completing the application form what can I do to reduce the time I spend on-line?

A.
There are two ways in which you can do this:

1. Most people find it easiest to have the information they need to complete the application form, e.g. personal and employment history details, in a Word or similar document. You may already have your CV in this format, and if so will easily and quickly be able to cut and paste information from this document into the on-line application.  Completing the form in this way will enable you to use spell check facilities beforehand, as spelling errors are not highlighted on the on line application form.  

2. Go to the on-line application form and disconnect from your Internet Service Provider so that you are working off-line. In some cases your own system will prompt you to choose between working on or off-line.  Complete the form, and then reconnect to send your application.  Please note that you will not be able to visit another website page whilst completing your on-line application without losing the information you have so far input.

Q
What happens if there is a power cut whilst I am completing or sending my on-line application?

A
You should receive a message on your screen once you have sent the 

on-line application to confirm it has been received.  If you do not receive this message then please contact the Personnel Department by email: personnel@worc.ac.uk or by telephone: 01905 855173, to check.  If you lose power to your computer mid way through completing the application you will probably need to complete another.  This is why we advise applicants to have their information stored in a Word or similar type document.

Q.
What happens if I am not able to fit in all the information in a particular section?

A.
Please include this information in the Supporting Statement Section, indicating clearly what it refers to.  We have anticipated this might happen on the Employment History Section and advised applicants that they should continue with this information in the Supporting Statement Section.

Q.
How will I know that my application form has been received?

A.
Once you have completed and sent the application form (and equal opportunities form) you will then receive a message on your computer screen to confirm it has been received.  If you do not receive this message please contact the Personnel Department by email: personnel@worc.ac.uk or by telephone: 01905 855173. 

Q.
What happens if I submit my on-line application and realize that I have missed out some important information relevant to the post for which I am applying?

A.
Email us at: personnel@worc.ac.uk with the additional information and we will attach this to your form.  However, please note that CV’s are not accepted instead of completing the on-line application form.  This is because the short-listing panel needs to consider all applicants’ information in the same format to ensure equality of opportunity.

Q
Can I apply for more than one job on the same form?

A
You need to complete an application and equal opportunities form for each post that you apply for as your application will be short-listed against the person specification of the individual post. 

Q
How do I increase the text size on the screen?

A
If you are using Microsoft Internet Explorer:

Click on ‘View’

Select ‘Text Size’

Select required size for your personal use

If you are not using Microsoft Internet Explorer please consult the help pages in your browser.

