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Application for Employment

	Application for appointment as:
	Community Justice Administrator


Please note Part A of the application form will not be made available to the selection panel.

Your form may be photocopied/scanned therefore it is important that it is legible. Please complete the form electronically, or in black ink. Please note that only Part B of the application is made available to the selection panel.

To fill in any check box, double click on the box and a window will appear “Check Box Form Field Options”. To enter X in the box, change the default value from “not checked” to “checked”.
	PART A: PERSONAL INFORMATION

	Last Name:
	     
	Title:
	     

	First Name(s):
	     

	(please underline the name you are known by)

	Home Address:
	     

	
	     

	
	     

	Post Code:
	     

	Telephone Number:
	     
	Mobile:
	     

	Tel. No. Business:
	     

	Email:
	     

	Address for Correspondence (if different from above)
	     

	
	     

	
	     

	Post Code:
	     

	Telephone Number:
	     


	PART A: DECLARATION

	I declare that the information I have given in support of my application for employment, is to the best of my knowledge and belief, true and complete.  I understand that, if it is subsequently discovered that any statement is false or misleading, or that I have withheld relevant information, my application may be disqualified or employment may be terminated.

	Signature
	
	Date
	     


	DATA PROTECTION

	In applying for this post I give consent to Glasgow Council on Alcohol to hold and process data which is relevant to the recruitment process. This includes sensitive personal data which will be stored for monitoring purposes. Details on how your data is processed can be found at https://www.glasgowcouncilonalcohol.org/privacy/. 

If your application is submitted by email please enter your name below. You will be required to sign this application if successful.

	Signature
	
	Date
	     


Completed applications can be returned electronically to: recruitment@glasgowcouncilonalcohol.org
Postal address is:
Glasgow Council on Alcohol




2nd Floor



14 North Claremont Street



Glasgow




G3 7LE
Telephone: 

0141 353 1800

Fax: 


0141 353 1030

	Advertising and Publicity

To allow us to manage our advertising and publicity campaigns effectively in the future, please tell us where you heard about this vacancy.

	
	Good Moves website
	

	
	Glasgow Council on Alcohol website
	

	
	Other website, please state
	     

	
	Event; please state which event
	     

	
	Press; please state which publication
	     

	
	Online Job Board; please state which job board
	     

	
	Other; please specify
	     

	
	Prefer not to say
	


	PART B: APPLICATION

	This part of the application form will be available to the Selection Panel.


	1. POST DETAILS:

	     


	2. SECONDARY EDUCATION

	SUBJECT / MODULE TITLE
	GRADE
	YEAR

	     
	     
	


	3. FURTHER / HIGHER EDUCATION

	COLLEGE / UNIVERSITY
	COURSE / SUBJECT
	QUALIFICATION OBTAINED
	YEAR

	     
	     
	
	

	If called for interview, please bring along original certificates and evidence of training undertaken.

	

	4. RELEVANT TRAINING / SPECIALIST COURSES UNDERTAKEN

	COURSE
	QUALIFICATION
	YEAR

	     
	
	


	5. MEMBERSHIP OF PROFESSIONAL BODIES

	NAME OF INSTITUTION
	CLASS OF MEMBERSHIP

	     
	     


	6. PRESENT EMPLOYMENT

	NAME, ADDRESS, TELEPHONE NO.  OF EMPLOYER
	DATE EMPLOYMENT COMMENCED
	PRESENT SALARY

AND GRADE
	NOTICE REQUIRED

	     
	     
	     
	     

	JOB TITLE:
	     

	DUTIES AND RESPONSIBILITIES

	     


	7. PREVIOUS EMPLOYMENT – please list with most recent employed first

	FROM
	TO
	NAME AND ADDRESS OF EMPLOYER
	JOB TITLE AND SUMMARY OF DUTIES
	REASON FOR LEAVING

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	8. VOLUNTEERING EXPERIENCE

	FROM
	TO
	ORGANISATION
	POSITION HELD AND SUMMARY OF DUTIES

	     
	
	
	     


	9. RIGHT TO WORK IN THE UK

	Prior to appointment you will be required to show a document confirming your right to work in the UK. This may be a P45, P60, birth certificate or other prescribed document.

	Are there any restrictions on your right to work in the UK?                YES                NO               

If ‘yes’, please specify:




	10. REFEREES

	Please give contact details of two referees, one of whom should be your current or most recent employer.

	

	NAME OF REFEREE 1:
	     

	ADDRESS:
	     

	
	     

	
	     

	POSTCODE:
	     

	HOW DOES THIS PERSON KNOW YOU?
	     

	TEL:
	     

	EMAIL:
	     

	PLEASE TICK THIS BOX IF YOU DO NOT WANT THIS REFEREE CONTACTED PRIOR TO INTERVIEW.
	

	

	NAME OF REFEREE 2:
	     

	ADDRESS:
	     

	
	     

	
	     

	POSTCODE:
	     

	HOW DOES THIS PERSON KNOW YOU?
	     

	TEL:
	     

	EMAIL:
	     

	PLEASE TICK THIS BOX IF YOU DO NOT WANT THIS REFEREE CONTACTED PRIOR TO INTERVIEW.
	


The following section asks you to give examples of where you have demonstrated the skills and knowledge and competencies/criteria required for this appointment.  You can draw on both your working/personal life experiences.  Please note that job titles etc, on their own will not be taken as evidence of meeting the criteria and the selection panel will not make assumptions based on titles alone. For each example you should state:

· in what capacity you acquired the skills and knowledge i.e. what did you do, how did you do it, why did you do it and what was the result;

· how recently you acquired them; and

· how frequently you applied the skills or knowledge.

ESSENTIAL CRITERIA

To be considered for interview you must, as a minimum requirement, meet the essential criteria for the role. 
Please set out how your knowledge, skills and experience are relevant to the post you have applied for and what interested you in this particular role.  Please refer to the criteria set out in the person specification and the key result areas within the job description to demonstrate clear links to where and how you gained the knowledge, skills and experience to undertake the role you are applying for.  Continue on a separate sheet if necessary.
	


EQUAL OPPORTUNITIES  MONITORING FORM

Why complete this form?

Glasgow Council on Alcohol aims to reflect the diverse Scottish population, therefore it is important that opportunities for employment are open to all.  To help us achieve this, it is important that we obtain accurate and complete data from every applicant relating to gender, ethnicity, religion/faith, disability and other relevant details.  By completing this form you will be providing us with information which we will use in the strictest confidence to monitor and improve the appointments process. 

You can be assured that the information you provide in this form will be handled on a confidential basis.   

What happens to the information you provide on this form?

The information provided in this form is extracted from the application form and held securely in our confidential monitoring database. Any information you supply will not be used in the selection process.  The data will be analysed to identify trends or shortcomings.

All information gathered will be held in the strictest confidence and applicants’ personal data will be protected.

How have the questions in this form been drafted and selected?

We have based a number of questions on the format proposed for the next Census. We have consulted equalities groups on the format of the questions. 

How to use this form

The form has been designed to be accessible to a diverse applicant field and to allow applicants to complete the form electronically. Alternatively you may prefer to print a copy, complete it manually and return it with your completed application form.

	PART C:  EQUAL OPPORTUNITIES  MONITORING FORM

	For each question in this form, you should only select one box (except for question 4 which requires you to select any that apply to you)


	Question 1 – What is your gender?

	
	Male
	
	Female
	
	Prefer not to say


	Question 2 – What is your year of birth? (Please enter in the format xxxx e.g. 1963)

	Please write in:
	     
	
	Prefer not to say


	Question 3 – What is your ethnic group? Please choose ONE section from A to F which best describes your ethnic group or background, then select ONE box from within that section.

	A
	White

	
	Scottish

	
	English

	
	Welsh

	
	Northern Irish

	
	British

	
	Irish

	
	Gypsy / Traveller

	
	Polish

	
	Other white ethnic group, please write in:
	     

	B
	Mixed or multiple ethnic groups

	
	Any mixed or multiple ethnic groups, please write in
	     

	C
	Asian, Asian Scottish or Asian British

	
	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 write in:
	     

	D
	African, Caribbean or Black

	
	African, African Scottish or African British

	
	Caribbean, Caribbean Scottish or Caribbean British

	
	Other, please write in:
	     

	E
	Other ethnic group

	
	Arab

	
	Other, please write in:
	     

	F
	Prefer not to say

	
	Prefer not to say


	Question 4 – What religion, religious denomination or body to you belong to?

	
	None

	
	Church of Scotland

	
	Roman Catholic

	
	Other Christian

	
	Muslim

	
	Buddhist

	
	Sikh

	
	Jewish

	
	Hindu

	
	Pagan

	
	Another religion, please write in:
	     

	
	Prefer not to say

	

	Question 5 – How would you describe your sexual orientation?

	
	Bi-sexual

	
	Gay man / homosexual

	
	Gay woman / lesbian

	
	Heterosexual / straight

	
	Other

	
	Prefer not to say


	Question 6 - What best describes your current employment status? Please select the one that best applies.

	
	Working as an employee
	
	Up to 30 hours
	
	30 + hours

	
	Self-employed or freelance

	
	Retired (whether receiving a pension or not)

	
	Full Time Student

	
	Looking after home or family full time

	
	Long term sick or disabled

	
	Doing any other kind of paid work.  Please specify if you wish:
	     

	
	None of the above.  Please specify if you wish:
	     

	
	Prefer not to say


	PART D:  CRIMINAL RECORD DECLARATION

	Glasgow Council on Alcohol promotes equality of opportunity and welcomes applications from diverse candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Some of our posts, for example, are concerned with working with young people and vulnerable adults or handling sums of money. Having a conviction will not necessarily bar you from employment with us – this will depend on the circumstances and background to your offence(s). For those reasons we ask you to give details of any criminal conviction which is not considered as spent under the Rehabilitation of Offenders Act 1974 (as amended). All criminal records information is treated in the strictest confidence.

	Do you have any unspent criminal convictions? Please tick as appropriate.

	
	Yes
	
	No

	Please disclose the following details of any unspent convictions and any pending court cases.

	Type of offence:
	     

	Date:
	     

	Sentence passed:
	     

	Which Court: 
	     


	The following questions are optional so only provide information if you wish.

	An explanation of the circumstances:
	     

	What you learned from the experience:
	     


Declaration: I certify that the information contained in this form is true and correct to the best of my knowledge and I realise that false information or omissions may lead to dismissal. 

I understand that if I am offered a post that is exempt from the rehabilitation of offenders Act 1974, I will be subject to a disclosure check at the appropriate level before the appointment is confirmed. 

	Signature:
	
	Date:
	

	Full Name (Block capitals)
	     


NB The information on this form will be treated in the strictest confidence. Information about a criminal record will only be looked at if the applicant has been short listed and invited for interview. Information about applicants who are not invited for interview will be destroyed.
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