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	Application for Employment



	IN CONFIDENCE


PLEASE COMPLETE ALL SECTIONS & SUPPORTING DOCUMENTS

CVs WILL NOT BE ACCEPTED

The information that you supply in this application form will enable the interview panel to decide whether to invite you to an interview.  Whilst all sections may not be relevant to you personally, you should complete ALL sections of 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 1998.  Please note that the first two pages will not be shown to the shortlisting panel.

Post Applied For: Development Assistant
Closing Date for receipt of applications is Wednesday 3rd November at 10 a.m.
Applications received after this time will NOT be considered:
	Personal Information



	Title:

	Surname:
	First Name:

	Address for Correspondence:
	

	Postcode:


	

	E-mail address:



	Telephone Number (on which a message may be left as this number may be used to contact you during interview process):


	Assistance for people with disabilities



	We are committed to being an Equal Opportunities Employer.  As part of this commitment, we have been awarded Disability Confident Employer status for disabled candidates. In order for us to comply with our award, we offer a guaranteed interview scheme for all disabled candidates who demonstrate that they meet all the essential criteria.  

Do you have a disability as defined in the Equality Act 2010?                 YES                    NO

Please note below any arrangements which would assist you in attending an interview.



	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.  Personal References will not be accepted.
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
	

	Relationship to you, e.g. Line Manager
	

	Job Title
	

	Company


	

	Address


	

	Email


	

	Telephone number


	

	Reference 2

	Name


	

	Relationship to you, e.g. Line Manager

	

	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 a 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 Education – Please list certificates gained showing subjects and level of pass.



	Subject
	Level/Award

	
	


	Further Education 



	University or College 
	Dates
	Qualifications obtained

	
	From
	To
	

	
	
	
	

	
	
	
	


	Professional Qualifications



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

	
	
	

	
	
	


	Computer Skills (please provide details of relevant experience)



	


	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)

	Do you have access to a car for work purposes?


	YES/NO (please delete as appropriate)

	Are you insured for business purposes?


	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.   (*D = Desirable, E = Essential)


	1.
	Education/Qualifications



	1.1
	Educated to minimum National Certificate Level 5 or equivalent.
	E

	

	1.2
	Relevant qualification e.g. Diploma in Housing Studies.
	D

	

	2.
	Skills, Knowledge and Experience



	2.1
	Previous experience of working within a Housing Association.
	D

	
	

	2.2
	Previous practical experience of supporting the delivery of a Development/Major Repairs/ Planned Maintenance service or similar.
	D

	

	2.
	Skills, Knowledge and Experience



	2.3
	Previous experience of support a project, consultation process or service being delivered to customers.
	E

	

	2.4
	Excellent verbal and written communication skills.
	E

	

	2.5
	Experience of dealing with the public face to face and on the telephone and of delivering excellent customer service..
	E

	

	2.6
	Ability to work under pressure.
	E

	

	2.7
	Ability to work as part of a team.
	E

	

	2.
	Skills, Knowledge and Experience



	2.8
	Ability to maintain accurate, up-to-date and complete records.
	E

	
	

	2.9
	Ability to work using own initiative and with the minimum of supervision.
	E

	

	2.10
	Excellent organisational and administrative skills.
	E

	

	2.11
	Excellent IT skills with a working knowledge of Microsoft Excel.
	E

	

	2.12
	Proficient in the creation of excel reports including data manipulation and the use of pivots and charts.
	D

	

	2.
	Skills, Knowledge and Experience



	2.13
	Experience of instructing, varying and updating work orders on Housing Software.
	E

	

	2.14
	Experience of using CAPITA Housing Software.
	D

	

	2.15
	Ability to meet targets and deadlines in accordance with set procedures and policies.
	E

	

	2.16
	Ability to effectively manage a considerable workload and to work to imposed deadlines with minimal supervision.
	E

	

	2.17
	Ability to work under pressure.
	E

	

	2.
	Skills, Knowledge and Experience



	2.18
	Ability to demonstrate an understanding of equal opportunities legislation and experience of working in a diverse community.
	E

	

	2.19
	An understanding of the requirements of information processes such as dealing with complaints and EIR & FOI requests.
	D

	

	2.20
	Appreciation of Health & Safety issues including lone working, working with groups and organising group events.
	D

	

	3.
	Personal Characteristics



	3.1
	Flexible approach including the ability to work outwith normal office working hours if required.
	E

	

	3.2
	An effective team player who is capable of coping with changing circumstances and demands.
	E

	

	3.
	Personal Characteristics



	3.3
	Ability to maintain confidentiality at all times.
	E

	


	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 applies.  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 employer.  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.




	CANVASSING



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




	CONFIRMATION OF QUALIFICATIONS



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





Email is our preferred method of return to recruitment@govanhillha.org. You must submit your application form in a PDF format, we cannot accept any other variations.
Alternatively, you may wish to print your application and post it to us or deliver by hand. Please mark “Private and Confidential Job Application” and send to the address below: - 

Corporate Services & HR

Govanhill Housing Association

Samaritan House

79 Coplaw Street

GLASGOW G42 7JG
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	DECLARATION OF INTERESTS



	Please complete and return this form with your application.



	Post:


	Development Assistant

	Name of Applicant:


	

	Please tick the appropriate box.


	Yes
	No

	Have you been an employee of Govanhill Housing Association or Govanhill Community Development Trust 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 Govanhill Housing Association or Govanhill Community Development Trust or been engaged as a supplier, consultant or contractor?

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 Govanhill Housing Association or Govanhill Community Development Trust?


	
	

	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: ………………………………………………
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