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How the recruitment process works
Application

You will have downloaded an application form from the recruitment pack in the job ad on our website. If you would like the application form in a different format, please let us know. A large print version is available.

If you have any questions about the job role or the application process, please get in touch at info@independentcinemaoffice.org.uk and we’ll do our best to help. If your experience looks a little different from what we’ve identified, but you still think you’d be great at the role, please get in touch to discuss. Many of us employed at the ICO don’t come from a film background; please don’t be put off from applying because you don’t have experience in the sector.  In addition, if you have applied before, please feel free to apply again – it is often quite competitive but it does not mean you will not be successful this time. 

Supporting statement

This is the most important part of your application and gives you an opportunity to explain why you are a suitable candidate for the post. Please read the job description and person specification carefully and keep these in mind when writing your supporting statement.

The information you give here will be used to select applicants for interview.  

Tailor your response to clearly demonstrate how you meet each requirement. Provide evidence that demonstrates your knowledge, skills and experience required for the role, as set out in the person specification. Provide specific examples which demonstrate how you meet each requirement. You can use relevant work-based examples but also other activities, such as voluntary or leisure, to support your application.

A useful guide is the S.T.A.R method:
· Specific – give a specific example
· Task – briefly describe the task/objective/problem
· Action – tell us what you did
· Results – describe what results were achieved


References

We ask for two references before making any appointments.  

Please provide the names and contact details of your referees in your application form.
· References must cover a two-year period of employment, training or education. Your referees will need to confirm this. They may need to comment on your skills, personal qualities, and suitability for the post.
· Your referee could be in the HR department, a line manager or someone in a position of responsibility.
· Please provide an email address for each referee. This may require you to contact your referee to confirm this prior to submitting your application.
· If you are a student or trainee, one of your referees should be a teacher/tutor at your school/college or university.
· If you have not been in employment or education for the last two years, you may need to supply a character reference. A character reference must not be from a relative or someone who has a financial arrangement with you.
· Emails for employers should be a valid work email address and not the referee's personal email address – unless the email provided is covering a gap in work history or the employer no longer exists, and the referee being used is a personal/character referee.

We won’t contact your referees before interview unless you state otherwise.
Equality, diversity and inclusion

Along with your application form we also request you complete our Equality and Diversity monitoring information. We are committed to offering equal opportunity to all and tackling underrepresentation in our sector.  

Completing this form will help us in monitoring our efforts towards achieving an inclusive and diverse workforce. 

This form will not be included in the information sent to the recruitment panel and the information recorded will be anonymised within the scope of the General Data Protection Regulation (GDPR).  

Equality Act 2010

Under the Equality Act 2010 the definition of disability is if you have a physical or mental impairment that has a 'substantial' and 'long-term' adverse effect on your ability to carry out normal day to day activities. Further information regarding the definition of disability can be found at: gov.uk/definition-of-disability-under-equality-act-2010. Please contact the ICO (info@independentcinemaoffice.org.uk) if you require reasonable adjustments to be made should you be invited for a test or interview.

Submitting your application

Please email your completed application form in the original Microsoft Word format to info@independentcinemaoffice.org.uk. Where it asks for a signature in the application form, an electronic/typed signature is fine.

Closing date

The deadline for submitting your application form is 09.00 GMT on Monday 30th May 2022. Please note that we cannot accept late applications. 

Once your application has been received it will be collated with all other applications for assessment by the recruitment panel. All applications will be reviewed at the same time after the deadline date has passed. We often get over 100 applications for each role that we advertise (please don’t let that put you off applying; we review all applications carefully) which means we can’t acknowledge receipt of every application. However, if you want to confirm your application has been received, please get in touch and we’ll let you know if we have it.

Applications will be reviewed by two-three members of the ICO team – for this role it will most likely be the Head of Operations, Head of Partnerships & Development, and the Marketing and Communications Manager.  

Shortlisting 

Shortlisting is an important stage of the recruitment process in ensuring that recruitment and selection decisions are undertaken objectively. The ICO therefore operates a ‘name anonymous’ recruitment process, which means an applicant’s name and personal details are not visible to recruiting managers in the shortlisting process.
The shortlisting will take place over the next few days after the advert is closed. The process involves assessing how closely your application meets the selection criteria set out in the person specification.
The assessment panel will shortlist between 5-20 applicants (depending on the number of applications we receive and the level of experience in the applications). 
If your application is not shortlisted it may be because your supporting statement does not adequately demonstrate the relevant experience, skills or criteria stated in the person specification for the role, or that there are candidates who meet the criteria closer than you.
Communication after shortlisting

Unfortunately, due to the high volume of applications we receive, we are unable to inform those who are not shortlisted or give specific feedback on why, due to the number of applications we receive and the size of our team. If you have not heard from us within three weeks of the closing date, you should assume that your application has been unsuccessful.
Testing (assessment centre)

Shortlisted applicants will be invited for a 30-minute test to assess their skills referenced in their application, and to help us shortlist candidates for interview. The test will consist of 3-4 short tasks that relate to the responsibilities outlined in the job description.  

The test can be done by Zoom or in person at our office, whichever you prefer. You will need Word and Excel or similar programs on a computer/tablet to complete the test. 

If you have a disability and have any access requirements or require reasonable adjustments in relation to the test, please let us know and we’ll do our best to accommodate these.

Once all applicants have completed their tests, we will review these and shortlist up to five applicants for interview.
If you are not successful at the test stage, we will let you know as soon as possible, this may take up to two weeks due to the volume of tests and the size of team. 
Pre-Employment Checks

Eligibility to work in the UK

We have a legal responsibility to ensure that all our employees have the legal right to work in the UK. You will be required to provide evidence of your eligibility to work in the UK if you are shortlisted for interview, or you will need to declare that you require sponsorship to work in the UK.
Interviews

If you are selected for interview, we will normally contact you by phone or e-mail. Interviews can take place virtually or in person – whichever you prefer.  We are currently trialling a hybrid working policy which means that three days a week you will be required to work from our offices in Bermondsey.  If you prefer you can work in the office for all your working days.   We will however, consider requests for flexible working. 

Interviews will be carried out by two/three members of the assessment panel.  Interviews will consist of questions about your past experience so we can learn more about you, and how your experience and skills fit with the main responsibilities and person specification in the job description.

We won’t ask you to do a presentation at the interview and will not ask any trick questions. The purpose of the interview is for us to find out about your experience and skills to see if these meet the responsibilities of the role.  We’re happy to repeat or rephrase questions and take into account that people maybe nervous at interview.

If you have a disability and need any adjustments to be made for you to take part in the interview process, please contact us immediately on receipt of your interview invitation.

Second stage interview

In some instances, it may be necessary to hold the selection process in two stages and applicants may be called back for a second interview.  We try and organise these as soon after the first interview as possible.
GDPR

By submitting your personal information, you are permitting the ICO to access and use the information for recruitment purposes. 

The information you provide on this form will be used to help us decide whether to recruit you as a member of staff - this is our ‘legitimate interest’ under data protection law.  It will only be seen by staff involved in the recruitment process and will be stored securely. 

If you are recruited, we will retain your contact information to involve and support you.  We will also collect additional information, such as next of kin details, records of training, support meetings and appraisals. Again, it will be kept securely, and only those people who need to see your information to involve you will have access to it.

All use of applicants' information will be relevant to their involvement, and may include:
· Contacting applicants when necessary
· Making reasonable adjustments to improve accessibility
· Monitoring statistical details of our applicants
· Providing ongoing support to applicants
· Addressing problems or complaints

You have legal rights over your data, including access to it, and the right to ask that it is corrected, restricted or deleted.

The ICO will store your details for a retention period of four months if you are unsuccessful after which your personal information will be deleted automatically once the data retention period is reached.

Should you wish to remove your details prior to automatic deletion or for any other queries about how your information is handled, please contact the ICO directly by email info@independentcinemaoffice.org.uk

If you’re successful

We will notify you as soon as possible after the interview(s) to let you know if you have been successful. We will make you a conditional offer for the position at particular salary level. The conditional offer will be subject to: 

· Providing proof of address and verification of your identity and right to work in the UK, in accordance with the provisions of the Immigration, Asylum and Nationality Act 2006.

· Providing the names of two people who can act as referees; one of these must be your present or most recent employer. Final acceptance depends on these reference checks being satisfactory to the ICO.

Once we have received the above and if they are all in order, we will send you a contract for the role.
If you’re not successful

If you were not successful at interview stage, we will let you know as soon as possible.  Sometimes this might take up to 1-2 weeks as we need to wait for the first-choice applicant to accept/reject the offer and receive their references. If the first-choice applicant doesn’t accept the position, we will go to our next choice.
Can I apply again in the future?

Absolutely! If you’re not successful, please don’t be put you off applying for future positions at the ICO. Many of us employed at the ICO applied numerous times.  

Good luck!
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