
YOUR RECRUITMENT JOURNEY
At EKC Group, we focus on providing an inclusive shortlisting and interview 

process that allows us to assess the people we hire based on skill set and 
potential. We value hiring people whose personal values align with our 

company values, while also adding something unique to our teams.

YOUR APPLICATION
Once you have found your ideal job click to apply and you will be redirected to our 
recruitment platform host; CV Minder. At this point the system will require some 
registration details from you.

You will then be asked to answer a couple of questions regarding your experience and 
understanding of safeguarding as well as providing a few personal details.

The key part to your application which will be used for the majority of 
measuring whether you meet the criteria for the role will be your 
Statement.

When we shortlist candidates, we select those who most closely 
match the person specification. Unfortunately, we often receive 
applications where the candidate has not taken this into 
account. It is rare for these candidates to be shortlisted.

When writing your statement consider the following:

 l Align your skills and experience with the person specification 
on the job description.

 l You should give evidence of how you meet the criteria - please don’t 
just quote them.

 l You can write a paragraph on each requirement in turn, showing how you 
meet it. However, this might restrict your ability to present yourself as you 
wish. You may, therefore, organise your supporting statement more 
freely, while still considering the criteria.

 l Be specific about projects you’ve worked on or managed and 
include success metrics.

 l If you’ve had a leadership role, tell us about the size of the team and 
cross-functional relationships you’ve built.

 l If you’re a recent university graduate or have limited work experience, include 
school-related projects or coursework that demonstrate relevant skills and 
knowledge.

Successful or Unsuccessful? You will receive an email confirming whether you have 
been shortlisted or not and what the next steps are.



SELECTION PROCESS 
We use Interviews and other activities to help us select the successful candidate. 
The form of these assessments will vary according to the post, and may be written, 
practical, computer-based or oral. If preparation is expected, you will be given written 
details in advance.

Interview panels will consist of the recruiting manager and at least one other 
member of the relevant team. There will always be a minimum of 2 panel 
members. For senior appointments, college governors will be involved.

During the interview, we ask the same main questions of each 
candidate. Panel members may ask additional questions arising 
from your initial responses. All questions will be relevant to the 
post and are intended to allow you to show your suitability for 
the post. The members of the interview panel take notes 
during the interview to allow them to discuss candidates’ 
responses in detail later on.

Our interview questions tend to be competency based, that 
is questions that ask you to give real life examples. Competency-
based interviews (also called structured or behavioural interviews) 
are more systematic, with each question targeting a specific skill or 
competency from the person specification. You will be asked questions 
relating to your behaviour in specific circumstances, which you will need to be 
able to back up with concrete examples. Click here for our guide to preparing 
for a competency based interview.

At the end of the interview you will be given the opportunity to add 
anything further in support of your application. There is another 
opportunity to ask questions if needed. Please don’t feel obliged 
to add anything at this stage unless you wish to.

The panel makes its decision based on the evidence presented 
throughout the recruitment process with reference to the criteria in the 
person specification and job description. You will not normally be expected 
to wait after the interview. We will contact all interviewed candidates as soon as 
possible to inform them of the outcome of the interview.

YOUR OFFER
If you’re selected, we will contact you via telephone (if by telephone you will receive a 
follow up email confirming the details) or email to put forward a conditional offer of 
employment.

The offer will always be conditional on our pre-employment checks which include a 
barred list check, DBS and 2 suitable references. 

Once you have confirmed your acceptance of the conditional offer, the HR team will 
swing into action to complete your pre-employment checks as swiftly as possible and 
prepare your full contract.



ONBOARDING
We want to take the guesswork out of your onboarding process!

Your onboarding journey will start before you arrive and continue for 9 months. During 
this period our aim is to provide you with the information and resources you need to 
succeed.

Once we have agreed a start date your HR team will send you an onboarding 
email to welcome you to the team and ask you to complete some forms 
and training so that everything is in place for your start date such as 
payroll forms (very important we make sure you are paid!) and a 
health questionnaire so that we can ascertain if there are any 
reasonable adjustments that we need to support with within 
your role or workspace.

You will also receive some links to online training that we would 
like you to complete prior to your start date.

Our People Development Officer will contact you with details of your 
induction and what you can expect on your first week with EKC Group.

Your manager will pair you with a link person to provide additional guidance, 
support, and coaching during your first 9 months.

Your line manager will also make contact with you prior to your start date and will 
meet with you once per week for the first 4 weeks to catch up on how you are settling 
in and see if they can provide any additional support.


