Guideline for applicants
Submission of applications

You can submit your application by e-mail or post. All e-mailed applications will receive an acknowledgement by e-mail. Posted applications must include a stamped addressed envelope if you would like to receive confirmation of receipt. Please note that CVs are not accepted unless accompanied with an application form.
Postal Address:  Muslim Aid, P O Box 3, London, E1 1WP
Closing date
Application forms received after closing date will not be considered.

Application form 

Each post requires the completion of an applications form as CVs are not accepted. Forms need to be typed or completed in black ink. 
Through the job advert, job description and person specification you will know what we are looking for so please be advised to read this carefully before you start to fill in the application form. After completion, please check through to make sure you have covered all the points.
When completing the form we also advise that where possible every statement should be backed up by examples from either your time spent in university, college and school, through job experience or any voluntary work.
Monitoring Form
Each post will have a monitoring form with the application form. Being an equal opportunities employer, in order that Muslim Aid can monitor the effectiveness of our advertising strategies and recruitment programmes, and to ensure they are open to all sections of the community, we have designed a Diversity Questionnaire with the intention of having a separate, confidential record of your name, gender, age, ethnic origin, whether you have a disability, and where you obtained information about the vacancy you have applied for.

To assist us in this, we need you to complete this questionnaire in full. Please ensure that you include your name and vacancy title on each page in the boxes provided. Please return the completed questionnaire to Human Resources Department  If you are returning your application by post, please place this form in a separate envelope marked 'Diversity Team' and include it with your application form and CV.

The information contained in this questionnaire will be treated as confidential and the information you provide will be used for monitoring purposes only and will not be seen by any person involved in selection for the post for which you are applying.

Job description and person specification 
Each post will have a job description and person specification. The job description outlines the duties and responsibilities of the role whilst the person specification highlights the qualification, experience, skills, knowledge and abilities we are looking for to do the job.

Short listing
Short listing for UK posts will be carried out solely on the basis of the information provided on the application form. Please note that when we are short listing, the application form is your only chance to shine, so do not leave out any experience or skills that can help you get an interview. Short listing will take place soon after the closing date.

Communication of Selection for Interview

As a charitable organisation we strive to keep our administrative costs to a minimum. This means we are unable to contact applicants who have not been short listed for an interview. If you have not heard from us within 4 weeks of the closing date, please assume you have been unsuccessful on this occasion.
CRB (Criminal records Bureau) Checking:

We are required to conduct CRB checks for our staff, to comply with the Child Protection Laws and POVA (Protection of vulnerable adults), this is also a requirement for the Charities Commission. By signing the application form, you confirm that you consent for this check and further details will be required from you by the HR department.
Feedback on applications

Owing to the volume of applications we receive, we are unable to provide feedback to candidates who have not been short listed.

Queries

Please do not hesitate to contact the recruitment dept for any queries you may have regarding your application. This can be done by emailing hr@muslimaid.org.
We are an equal opportunities employer and welcome all applications regardless of age, gender, ethnicity, faith or disability.
Applications will only be considered from individuals who can already work without restriction in the United Kingdom. Only shortlisted candidates will be contacted.
