                                       A CV AND APPLICATION FORM
Recruitment and selection are the process whereby the organisation ensures that the right skills, knowledge and capabilities are being employed (Kramar and Syed,2012). This process generally involves several stages; one of the stages is cv and application form.
                               WHAT IS A CV
A cv is a detailed document that is created which summarises your experience, skills and qualification which is thereby submitted to an employer (Morgan,2017). This is part of any job hunt. It is the ability to make a good impression on a potential employer, therefore an applicant must highlight their skills and professionalism to entice the employer reading the document.
Although there is no official cv structure, certain information should always be included:
Personal details, personal statement (a brief summary of who you are and what you are looking for)
Relevant key skills, work experience and history (with most recent one coming first)
Education and qualifications, Hobbies and interest. Referees.
A cv must be clearly written, concise and easy to read. It must be a simple layout of two pages of A4. This is more than just listing the career history; it is a vital marketing tool when applying for jobs. Furthermore, an employer would also want to see why and how you have achieved your success.
                                APPLICATION FORM
This is an official form that is been filled by applicants who are applying for a position in an organisation, this can be in a paper format or filled online. This is designed to collect specific information about all applicants. It is carefully structured to meet the basic requirement for the job. It is important for all applicant to read the job description. Application form helps to retrieve applicants’ honest statement and data. An organisation who is recruiting wants to make sure that information and personality that the applicant are sharing are genuine. This is also used to assess applicant motivation and potentiality, essential skills, accurate information and legibility (Totaljob,2018) 
Application form mostly includes background checks, criminal record, reference checks of applicants and competency-based questions. 
                         CONS AND PROS OF CV AND APPLICATION FORM
CV mostly are written in a general format and less time consuming while application form is structured to ask specific questions and information and time consuming. Personality and skills can easily be manipulated on cv but on application form the competency-based questions reveals the applicant’s personality and potentials. Skills and experience of applicants cannot be easily compared but application form is designed to enable candidate to showcase their suitability and skills gained.
            WHY APPLICATION FORM IS OUR CHOICE OF RECRUITING A MANAGER FOR OUR DAY CARE
An Application form gives a better picture of a potential candidate, how the form is filled and all answered question showcases the ideal candidate for the job .A candidate will work harder to prove their skills and personality and experience through the specific questions. We will be able to get the exact information and their suitability for the job. And this speed up recruitment process for the organisation.
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