
Application FAQs
How do I apply for a role at the Phil? 
First, you’ll need to set up an account on our online system. 
It’ll ask you for an email and password, and then you’ll 
need to upload: 

• Your personal information
• Your employment history
• Your education/qualifications
• An optional CV
• Up to 500 words supporting your application – this 
should be all about why you’re applying for the role and 
details about your skills/experience, relating to the person 
specification

Please don’t rely on AI software when you’re writing your 
application – it won’t be able to fully reflect your 
experience and how it relates to the role. We might decide 
to discount your application if we think it’s generated by AI. 

Once I’ve started my application, do I need to complete 
it in one go?
No, you’ll be able to save your draft application and come 
back to it later on. 

Are there any other ways to submit an application?
Yes! We’re happy to supply you with application 
information in different formats if needed and you can 
apply in different ways too. We’ll accept applications as 
audio or video files if they contain the information listed 
above – just make sure that they’re no longer than 10 
minutes. 

If you have any issues or barriers to using our online system, 
or would like more information about accessibility before 
applying, we’re happy to have a chat. Just email  
recruitment@liverpoolphil.com and let us know – all 
conversations will be completely confidential. 

Why do you collect Equal Opportunities monitoring 
information?  
This data helps us to better understand our group of 
applications. We use it to see where we’re doing well and 
where we may need to do more to remove barriers. It also 
helps us make sure that our work reflects and serves the 
needs of our local communities. 

This data plays no part in recruitment or employment 
decisions. It’s strictly confidential and isn’t seen by any staff 
directly involved in the appointment.  

Do I have to complete the Equal Opportunities 
monitoring information?
No, it’s completely up to you – all applicants will be treated 
in the same way whether they provide this information or 

not. You also always have the option to select ‘prefer not to 
say’. Please be assured that all information you share will 
be stored confidentially. 

What is the interview process?
If you’re shortlisted, we’ll invite you to interview. This will 
usually be in person at our offices in Liverpool 
Philharmonic Hall, in an accessible space.

We’ll send you an email all about what to expect on the 
day. We’ll do this as soon as we can, so you have as much 
time as possible to prepare. We’ll let you know who’ll be on 
the panel (we always aim to make this gender balanced), 
give you a brief overview of the interview format, and 
include information about any other specific requirements.
 
I have some access requirements – what should I do?
Feel free to contact us at any point before the interview if 
you have specific requirements. Whether you need more 
information about the interview space, questions supplied 
in advance, additional time, technology support or 
anything else, just let us know. 

We can also send you our accessible recruitment guide – 
just email recruitment@liverpoolphil.com.

What happens after the interview?
At the end of the interview, you’ll have the chance to ask us 
any questions you might have. We’ll also let you know 
when we hope to be in touch about the outcome of the 
interview. 

What are the next steps if I’m successful? 
Well, congratulations first of all! We’ll direct you to our 
onboarding portal which will contain your offer letter, 
contract and employee handbook. You’ll also have to 
upload essential information we need before you start, 
such as contact information, bank details and an HMRC 
New Starter Form.

We’ll also ask for two references – ideally previous 
employers, but could be teachers, lecturers or someone 
who knows you well. We can’t accept relatives as 
references though.  

For certain roles, we might also ask for additional 
verification information – such as DBS checks for roles that 
involve working with young people. 


