

Application for Administration & Finance Worker
Stirling and District Women’s Aid

Please note that Part A of the form will not be seen by the selection committee.

Please complete this form in black ink or type and return it by 12 noon, Thursday 2nd September 2021 to: Lisa McGloin, Manager, Stirling and District Women’s Aid, Unit 7 Stirling Arcade, Stirling FK8 1AX (marked confidential) or email recruitment@stirlingwomensaid.co.uk
If you require assistance to complete this form please contact Lisa McGloin, Manager, or email recruitment@stirlingwomensaid.co.uk or telephone 01786 469518.
 PART A: Personal Information

	First Name
	

	Last name
	

	Home address including postcode


	Address for correspondence if different from above

Postcode

	Telephone (Home)
	

	Mobile
	

	Telephone (Work)
	

	Email
	

	Preferred method of communication
	

	Where did you hear about this vacancy?


References

Please list two people whom we can approach as a reference for you. (Preferably one being your current manager). 
	
	Referee 1
	Referee 2

	Name
	
	

	Job title
	
	

	Organisation
	
	

	Address (including postcode)
	
	

	Work Telephone Number
	
	

	Email
	
	

	Relationship to you
	
	


Declaration

1. I declare that the information in this application is correct and truthful.  If I have misled the Selection Committee, I agree to my disqualification from the selection process or immediate termination of the role.

2. I understand that the information provided on this form and that obtained from other relevant sources will be used to process my application to become an employee of Stirling and District Women's Aid and to monitor the recruitment process. I understand that it may also be used to ensure compliance with the law including registration with OSCR etc and for the prevention or detection of crime, to protect public funds, or in other ways as permitted by law.

I agree to the processing of my data, in accordance with the Data Protection Act 1998, by Stirling and District Women’s Aid.

Signature:





Date:

Part B: Competencies
This part of the application form will be seen by the selection panel

We use a competence based assessment system which looks at your knowledge, skills and experience rather than what jobs or education you’ve had. This means that you should use this application to give examples of where you have demonstrated or used the knowledge, skills and experience outlined in the job description and person specification.

You can use examples from your working or personal life, including any voluntary work. Please make sure you give specific examples rather than just stating that you did a role / job or giving a job title as the selection panel will not be able to make assumptions based on this information alone.

It is helpful if you explain:

· How you gained the skills or knowledge e.g. what you did, how you did it, why you did it and what was the result?

· When you learned the skills or knowledge?

· How often you used the skill or knowledge?

Please give examples of how you meet the essential and desirable criteria outlined in the person specification.

Please feel free to expand the boxes or to provide further information on an additional sheet(s).

	Training, Education and Experience - ESSENTIAL

	You must have
· Good general level of education
· At least 2 years experience in an environment requiring similar knowledge and skills
· Knowledge and understanding of domestic abuse issues OR the capacity to acquire such an understanding

	Training, Education and Experience - DESIRABLE

	· Use of Dext and quick Books

· Experience of working in the charity sector



	Competencies – ESSENTIAL

	· Ability to work with standard office equipment and IT systems working with Microsoft Office or similar
· Good written and verbal communication skills
· Organisational and IT skills appropriate to level and type of job
· Ability to prioritise and work within teams to achieve shared objectives
· Comfortable with various social media platforms (Facebook, Twitter, Instagram) and able to update social media accounts



       EDUCATION TRAINING AND WORK BACKGROUND

	Date                                     (from  - to)
	Education or Training Qualification 


	Name of Establishment 



	Date                                     (from  - to)
	Work Role and Place of Work

	Short description of duties




	Training and Experience – Essential
· At least 2 years’ experience in an environment requiring similar knowledge and skills

· Knowledge and understanding of domestic abuse issues OR capacity to acquire such     an understanding

	


	Training and Experience – Desirable
· Use of Dext and Quick Books

· Experience of working in the charity sector



	


	Competencies - Essential 
· Ability to work with standard office equipment and IT systems working with Microsoft Office or similar
· Good written and verbal communication skills
· Organisational and IT skills appropriate to level and type of job
· Ability to prioritise and work within teams to achieve shared objectives
· Comfortable with various social media platforms (Facebook, Twitter, Instagram) and able to update social media accounts

	


	Personal Qualities 

· please give an example(s) of how you have committed to team work and formed effective working relationships with service users, colleagues and partner agencies.

· Please give some details on your knowledge and understanding of issues women, children and young people may go through in relation to domestic abuse

· What is your understanding of the feminist analysis of Domestic Abuse?

 

	


	Please explain why you are interested in this role

	


1

