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PLEASE COMPLETE ALL SECTIONS & SUPPORTING DOCUMENTS

CVs WILL NOT BE ACCEPTED

The information that you supply in this application form will enable the selection panel to decide whether to invite you to an interview.  Whilst all sections may not be relevant to you personally, you should complete the form as fully and as accurately as possible to enable your application to be given full consideration.

The information provided within your application form will be processed in accordance with the Data Protection Act.  Please note the first two pages will not be shown to the shortlisting panel.

Post Applied For: Part Time Corporate Services Officer
Closing Date for receipt of applications is: 10am on Monday 6 September 2021
Applications received after this time will NOT be considered.
	Personal Information



	Title:


	Surname:
	First Name:

	Address for Correspondence:


	

	Postcode:


	

	Private Telephone Number:


	Mobile Number: 

	E-mail address:



	Your Daytime Telephone Number

(on which a message may be left):




	Assistance for people with disabilities



	We are committed to being an Equal Opportunities Employer and do not discriminate in any way.

If you consider yourself to have a disability, are there any arrangements that we can make to assist/adapt, for you, if you are called to interview or if successfully employed? Please give details below.




	Referees – Please give details of two referees.  They should be qualified to comment on your ability and experience for this appointment and should include a referee from your current or most recent employer.  We do not accept references from family members.
Referees will not be approached prior to a conditional offer being accepted.  Any offer of employment will be subject to satisfactory references. 


	Reference 1

	Name


	

	Job Title


	

	Company


	

	Address


	

	Email


	

	Telephone number


	

	Reference 2

	Name


	

	Job Title


	

	Company


	

	Address


	

	Email


	

	Telephone number


	


	Immigration, Asylum & Nationality Act 2006

	The Immigration, Asylum and Nationality Act 2006 makes it an offence to employ anyone who is not entitled to live or work in the EU.  All applicants selected for interview will be required to provide evidence that they are entitled to live and work in the EU.  Appropriate documentation may include the original of your current passport, visa, birth certificate or any other document (or combination of documents) indicated by the Act which we will copy and retain.
Do you currently have the right to work and live in the EU?




Yes/No

(please delete as appropriate)




	Declaration

	I have read this application form fully and I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete.  I understand that if it is discovered subsequently that any statement is false or misleading, or that I have withheld any relevant information my application may be disqualified or, if I have already been appointed, I may be dismissed without notice.

Signed: ……………………………………………………………….    Date: ………………………………………






	General



	When would you be available to take up a new appointment?


	

	Do you have any voluntary work or public service commitments which you wish to draw to our attention?


	

	Do you have any private business commitments? If so, please give brief description.


	


	Present or most recent employment – please provide details of your current employment.  If you are currently unemployed, please provide details of your last employment



	Employer’s name


	

	Address


	

	Date employed from


	

	Date employed to


	

	Job title


	

	Salary


	

	Notice period required


	

	Reason for leaving or seeking new employment
	


	Nature of the post - please describe your main duties.


	


	Employment History – please list your previous employment starting with the most recent.

Please continue on a separate sheet if necessary.



	From


	To
	Employer
	Title and main duties
	Reason for leaving

	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	Secondary and Further Education 



	School, University or College 
	Dates
	Qualifications obtained

	
	From
	To
	

	
	
	
	

	
	
	
	

	
	
	
	


	Professional Qualifications



	Name of awarding body 
	Date awarded
	Qualifications obtained, Membership of Professional Institution etc.



	
	
	

	
	
	


	Training – Please provide details of any courses or training undertaken which is relevant to this post.



	Course/Training
	Provider(s)

	
	

	
	

	
	

	
	


	Driving Licence


	Do you possess a full current driving licence?


	YES/NO (please delete as appropriate)


	Experience, skills and knowledge – The Person specification lists the essential and desirable criteria for this post. It is not the responsibility of the Selection panel to make assumptions about the nature of the work you have done, and it is therefore important that you use the space provided to detail your experience and skills.  It is not enough for you to state that you meet the requirements, you must demonstrate this in your response.  Work paid or voluntary, is not the only means of showing that you meet the requirements of the post.  Life experience and skills are just as valid, so long as you are able to demonstrate this.  Please limit your answers to a maximum of 300 words per criteria. 


	1.
	Previous Experience
Please provide examples of how your previous experience meets the criteria required in the person specification

	


	2.
	Skills and Abilities
Please provide examples of how your skills and abilities meet the criteria required in the person specification

	


	3.
	Knowledge
Please provide examples of how your knowledge meets the criteria required in the person specification

	


	4.
	Values and Attitudes
Please provide examples of how your values and attitudes meet the criteria required in the person specification

	


	Additional information – Please provide any additional information that you feel is relevant to this position (max. 500 words).


	

	Why are you interested in applying for this position?



	


	REHABILITATION OF OFFENDERS

	The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become spent or ignored, after a ‘rehabilitation period’.  Excepted posts are those to which the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 apples.  You may be entitled to withhold information about convictions that are ‘spent’ under the provision of the act.  In the event of employment, any failure to disclose could result in dismissal or disciplinary action by your employed.  If selected for interview you will be required to complete a criminal convictions declaration form that will only be reviewed if an offer of employment is being made.




	CONFIRMATION OF QUALIFICATIONS

	If selected for interview you will be required to bring with you the original certificate(s) of all qualifications referred to in this application.  This extends to membership of professional bodies.





	CANVASSING

	Canvassing directly or indirectly in connection with the appointment shall disqualify your application. If discovered after appointment you will be liable to dismissal.



	DATA PROTECTION ACT

	Please refer to our separate fair processing notice, included in the application pack, for information on how your data is processed.


Email is our preferred method of return to recruitment@prospectch.org.uk..
Alternatively, you may wish to print your application and post it to us or deliver by hand. Please mark “Private and Confidential” and send to the address below: - 

Recruitment
Prospect Community Housing

6 Westburn Avenue

EDINBURGH

EH14 2TH
(Please affix the required postage for weight/size of envelope if returning by post)

(If returning the application form by e-mail please note that there is no need to also post a hard copy.  If shortlisted you will be asked to sign your application form at interview.)

	DECLARATION OF INTERESTS



	Please complete and return this form with your application.



	Post:


	

	Name of Applicant:


	

	Please tick the appropriate box.


	Yes
	No

	Have you been an employee of Prospect Community Housing in the past 12 months?

(This does not apply to existing employees)


	
	

	Either now or in the last 12 months, have any of your relatives, members of your household or someone closely connected to you been an employee of Prospect Community Housing ?

For example: spouse, cohabitee, parent, grandparent, child, stepchild, grandchild, brother or sister, close friend.


	
	

	Either now or in the last 12 months, have any of your relatives, members of your household or someone closely connected to you been a Management Committee Member of Prospect Community Housing?


	
	

	If you have answered ‘yes’ to any of these questions, please state:



	The person’s name:


	

	Their position:


	

	I declare that the information contained in this form is true and correct to the best of my knowledge.  I realise that false information or omissions may lead to dismissal without notice.


	Yes/No


Signed: …………………………………………………………………….    Date: …………………………………

Equal Opportunities Monitoring Form

To assist us in the monitoring of our Equal Opportunities in Employment Policy we hope you will take the time to complete this form. This is sensitive personal data and will be treated with the utmost confidentiality in line with the requirements of Data Protection legislation. The data will only be used for statistical and monitoring purposes and will be anonomised in any report.

	Position applied for :


	
	Ref No:
	

	Where did you see this post advertised?
	


	1. ETHNIC ORIGIN (based on Census 2011 categories)


How would you describe your ethnic group?

Choose ONE section from A to F, then tick ONE box which best describes your ethnic group or background.

	A: WHITE
	B: MIXED OR MULTIPLE ETHNIC GROUPS

	☐  Scottish

☐  Other British

☐  Irish

☐  Gypsy/Traveller

☐  Polish

☐  Other white ethnic group, please specify:


	☐  Any mixed or multiple ethnic groups, please specify:



	C: ASIAN, ASIAN SCOTTISH OR ASIAN BRITISH
	D: AFRICAN

	☐  Pakistani, Pakistani Scottish or Pakistani British

☐  Indian, Indian Scottish or Indian British

☐  Bangladeshi, Bangladeshi Scottish or Bangladeshi British

☐  Chinese, Chinese Scottish or Chinese British

☐  Other, please specify:


	☐  African, African Scottish or African British

☐  Other, please specify:



	E: CARIBBEAN OR BLACK
	F: OTHER ETHNIC GROUP

	☐  Caribbean, Caribbean Scottish or Caribbean British

☐  Black, Black Scottish or Black British 

☐  Other, please specify:


	☐  Arab, Arab Scottish or Arab British

☐  Other, please specify:


	2. AGE


Please tick the relevant box for your age category.

	☐  16-24 yrs
	☐  25-34 yrs
	☐  35-44  yrs

	☐  45-54 yrs
	☐  55-64 yrs
	☐  65+ yrs


	3. GENDER


Are you:

	☐  Male
	☐  Female
	☐  Prefer not to say


	4. DISABILITY


A disabled person under the Disability Discrimination Act 1995 is described as anyone with a “physical or mental impairment which has a substantial and long term adverse effect on his or her ability to carry out normal day to day activities.”  This definition can be broken down to help explain the meaning of disability:

	Physical impairment
	Such as difficulty using your arms or mobility issues which means using a wheelchair or crutches

	Mental impairment
	Such as depression or schizophrenia

	Sensory impairment
	Such as being blind/having a serious visual impairment or being deaf or having a serious hearing impairment

	Learning disability
	Such as Down’s Syndrome

	Specific learning difficulty
	Dyslexia or cognitive impairment (autism or head injury)

	Long standing illness
	Such as cancer, HIV, diabetes, chronic heart illness or epilepsy

	Other 
	Such as disfigurement


	Do you consider yourself to have a disability?
	☐  Yes
	☐  No

	What is the nature of your disability or health condition?
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