[image: ]                          APPLICATION FORM                              


	Post applied for: 	 

	INFORMATION and BETTER FUTURES OFFICER (HOUSING SUPPORT ENABLING UNIT)

	Closing date: 

	Friday 22nd November (5pm)

	Interview date: 

	30th November

	
Please complete this form in type and return to: caroline.scott@ccpscotland.org






1.	Personal Details

Full Name 	

Address 	

	 	Post code 	

Work Tel. No. 		Home Tel. No. 	

Email 	


2.	Education, training and qualifications
	Please list any relevant qualifications obtained and/or training courses attended (continue on a separate sheet if necessary)

	Qualification 
	Subject
	Year obtained
	Class/Grade (if applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




4.	Present (or most recent) employer
	

Employer Name: 		From: 		To: 	

Address		Job Title: 	

		Type of Business: 	

		Current Salary £: 	

Please give brief description of your duties in your present job.

	



















5.	Previous employment (please continue on a separate sheet if necessary)

Please give details of your previous paid or unpaid work or any other relevant experience that you would like to mention, starting with the most recent.

	Employer
	Length of Service
	Salary
	Job Title / Duties
	Reason for Leaving

	










	
	
	
	




6.	Reasons for applying for this post

Please demonstrate below the skills and experience you have that show us you meet each of the person specification criteria in the job description. 

If you are giving an example from your experience, please tell us what you did. If the example involves working in a team, we would like to know about your contribution. 

There is a section at the end where you can add anything additional you think we should know about your skills and experience. 

Applicants who do not provide evidence in this way will not be considered for the post.

	1. Information gathering work


	




	2. Writing/producing information materials and publications


	

	3. Data protection and working with sensitive and/or personal information


	

	4. Experience of using Sequel (Structured Query Language) to manage data on databases (not essential)

	

	5. Knowledge of housing associations and/or the voluntary sector

	

	6. Knowledge of community care in general, and housing support in particular (not essential).


	

	7. Strong written and verbal communication skills

	

	8. Strong IT skills, including database and use of Excel


	

	9. Helpful and friendly approach to enquiries

	



	10. Organisational skills

	



	Is there anything else you would like to tell us? 

	












8.	Availability

Are you available on the proposed interview date? 	

If appointed, when would you be available to start work? 	


9.	References

Please give the names, addresses and telephone numbers of two people to whom we may apply for references.  One of these must be your present or most recent employer.





2

Reference 1

Occupation:	

Name: 	

Address:	

	

	

Tel. No. 	

Email	

Relationship:	


May we contact this referee before interview?

	Yes	No

Reference 2

Occupation: 	

Name: 	

Address: 	

	

	

Tel. No. 	

Email.	

Relationship	


May we contact this referee before interview?

	Yes	No



10.  Where did you see this post advertised?  …………………………………………….. 



11.	Declaration

I confirm that the information I have given in this application form is correct and complete.

I understand that the provision of false information may result in disciplinary action which could lead to dismissal.



Signed 	 Date 	
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CCPS - Coalition of Care and Support Providers in Scotland
Norton Park
57 Albion Road
EDINBURGH 
EH7 5QY
T:     0131 475 2676
W:    www.ccpscotland.org 
CCPS is a limited company, registered in Scotland under the company number of SC279913. The company’s registered office is at Norton Park, 57 Albion Road, Edinburgh EH7 5QY. CCPS is a registered Scottish charity: No. SC029199.
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