
WRITING AN 
APPLICATION 
FORM FOR ADULT 
SOCIAL CARE 
GLOUCESTERSHIRE 
COUNTY COUNCIL

If you are experiencing issues with the 
online application portal or need help 
with your application, please find 
contacts below: 
 
Email: 
ASCrecruitment@gloucestershire.gov.uk 
Telephone Number: 01452 324361 
Address: Shire Hall, Gloucestershire 
County Council, Westgate Street, GL1 2TG

RECRUITMENT CONTACT:WHAT IS THE RECRUITMENT 
AND SELECTION PROCESS? 
APPLICATION –  Follow the online 
process and submit an application 
form (we do not accept CV's). 
 
SHORTLISTING – The Hiring manager 
or Recruitment and Retention 
Coordinator will review applications 
and create a shortlist to interview. 
 
INVITE TO INTERVIEW – If 
shortlisted, you will receive an invite 
to interview, with a pre - allocated 
time and date.  
 
OFFER – If successful, you will 
receive a conditional offer letter 
subject to pre - employment checks 
 
START DATE - Once pre - 
employment checks and compliance 
checks are completed you will then 
be contacted to arrange a start 
date.  



HOW ADULT SOCIAL CARE 
(GCC) SHORTLIST

Prepare yourself: Have everything 
you need ready. Make sure you have 
referee information, qualification 
and training dates,  career history, 
personal details and everything else 
required.  
 
Prepare your content: Make sure 
you understand the qualifications, 
skills, knowledge and experience 
required. Think about some 
demonstrable examples you can use 
to evidence this. 
 
Research:  Find out about us, the 
team and the role you are applying 
for. 
 
Read the instructions carefully: 
Ensure that you complete the 
correct sections of the form and 
know when the deadline is. 
 
 

In Adult Social Care we shortlist by setting a 
criteria based on the job description and 
requirements of the team.  Once we have 
decided on a criteria for shortlisting, we will 
set a benchmark. To score against the criteria 
we use 1 - 5. with a  1 meaning there is no 
evidence of a selected criteria and a 5 
meaning a well demonstrated example of 
meeting the criteria.  
 
One of the key sections for shortlisting we 
look at is: " Please explain why you are 
applying for the position and how your 
experience (paid or unpaid), personal 
qualities and skills help to make you a 
suitable candidate. It is essential that you 
provide us with details that demonstrate 
how you meet the criteria for knowledge and 
experience, technical skills and personal 
/behavioral attributes in the job profile". 
Spend time on this section, ensuring you use 
examples to back up statements and use the 
job description. to structure it. 
 
Finally, make sure your application is 
accurate and honest. Ask somebody else, 
such as a careers adviser, parent or friend, to 
read through your application form. A second 
pair of eyes will help pick out errors that you 
may not have spotted.

WHEN WILL I HEAR THE 
OUTCOME OF 
MY APPLICATION?
We will normally contact 
applicants no later than two weeks 
after the closing date. however 
sometimes there can be delays, 
which we will communicate to you. 
 
We notify both unsuccessful and 
successful candidates by email. 

FIND OUT MORE ABOUT 
WORKING FOR US
You can find out more about us by 
visiting Gloucestershire County 
Council's main website. We have 
also recently published some 
articles on community care 
employer zone., where you can 
read more about us as an 
employer.  

BEFORE YOU START


