 (
For Office use only:  
)


IN CONFIDENCE 

PLEASE COMPLETE ALL SECTIONS
CV 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 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 2018.  Please note that the first two pages and The Equal Opportunities monitoring form will not be shown to the shortlisting panel. The Equal Opportunities monitoring form will be removed for monitoring purposes before shortlisting by an administrator (non-panel member) and will not affect the consideration of your application.    

Post Applied For:  Communications Coordinator
Closing date for receipt of applications is:  Monday 31st January 2022  
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? 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. 

	
Name:

Job title:

Company:

Address:



Postcode:

Email:

Tel No:

	
Name:

Job title:

Company:

Address:



Postcode:

Email:

Tel No:





Asylum & Immigration 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.

Do you currently have the right to work and live in the EU? 	      YES/NO	(please delete as appropriate)

Declaration
I am aware that the data will be processed in accordance with the Data Protection Act 2018 and will not be disclosed to any organisation not associated with Maryhill Burgh Halls Trust.  I understand that the data will be stored confidentially whilst the application is processed and both electronic and paper records will be deleted/shredded within 12 months if the application is not successful.

I consent to the data collected on this form being used for the purposes of recruitment and selection.

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 subsequently discovered 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:	__________________


Post Applied For: _______________________________________
 (
For Office use only
:  
)

Secondary Education (please list subjects passed)
	SCQF Level 5 e.g. National Award
or equivalent
	Grade
	SCQF Level 6
 e.g. Higher Grade
or Equivalent
	Grade

	


	
	

	













Further Education 
	University or Further Education Establishment
	Course(s) &
Subjects Studied
	SCQF Level 8/+
e.g. Degrees, Diplomas, Certificates or Equivalent Obtained

	













	
	



Professional Qualifications
	Name of Awarding Body
	Qualifications Obtained, Membership of Professional Institution etc

	

	








Training Courses
(Please give details of any relevant short courses or training undertaken)
	Course(s) Undertaken
	Provider(s)

	

	



Computer Skills (please detail your experience)
	








Present or Most Recent Employment
	Name & Address of
Employer
	Date From:
	
	Date To:
	

	
	Position Held:

	

	
	Salary and other benefits/payments

	

	
	Notice Required:

	

	
	Reason For Leaving:

	

	Nature of Post (please describe your main duties):







Employment History (list in order with most recent post first)        
	Name & Address of
Previous Employer(s)
	From
Month/Year
	To
Month/Year
	Position Held, Main Duties and Reason for Leaving

	
	
	
	


Please continue on a separate sheet if necessary.


Employment with Maryhill Burgh Halls Trust
Maryhill Burgh Halls Trust wishes to compare your experience, skills and knowledge with its requirements. You should therefore, try to show in the following part of the form how you satisfy these. This does not have to be from paid work, but can be from other experience. The Selection Panel may consider candidates who do not meet all the requirements, therefore please complete all sections as appropriate.

	Knowledge of Website Maintenance / Development

	

	Knowledge of Social Media platforms and development

	

	Experience of press and media relations including writing press releases

	

	Working in a customer/client/visitor facing environment including customer care and customer care approaches
	

	General administration experience

	

	Demonstrating previous  analysis and preparation of reports using analysis tools and SEO

	

	Previous experience of email campaign and newsletter generation

	

	Demonstrating previous experience of survey generation and reporting
	

	Demonstrable background in marketing, communications and/or PR 

	

	Successful track record in devising and implementing cross platform media strategies

	

	Previous track record in marketing services and facilities 

	

	Previous experience of running websites and social media accounts including content creation, marketing calendar planning, scheduling and responding to engagement

	

	Demonstrable experience of copywriting for various formats

	

	Examples of previous excellent customer service provision

	

	Working with contractors and contract providers including designers, print production etc

	

	Examples of Press and media liaison

	

	Previous experience of working with volunteers, internships and work placements

	

	Demonstrable experience of implementing communications and digital strategy

	

	Marketing  skills 

	

	Identifying and shaping stories for the media

	

	Copyrighting skills for email, web and social media

	

	Financial control 

	

	Excellent communication skills and ability to adapt communication methods to suit a broad audience including the Trust board, project partners, local community, funders and museum visitors. 

	

	Presentation and interpretation skills. 

	

	Effective time management skills, ability to prioritise and use initiative

	

	High level of computer literacy, including competency in Office packages and website management, social media platforms

	

	Planning skills

	

	Effective report writing skills

	

	Ability to relate to the community 

	

	Excellent administration skills

	

	Excellent presentational skills
	

	Flexibility, versatility and adaptability

	

	Hands on approach

	

	Excellent organisational skills

	

	Ability to manage a range of tasks at once 

	

	Enthusiasm, passion for the project and an ability to enthuse and motivate others

	

	Self-starter – ability to work in very small team effectively

	

	Ability to relate positively to the community and other partners 

	

	Able to work to targets and deadlines 


	

	Ability to use initiative and work independently and as part of the team as required.

	

	Available to work occasionally outwith usual working hours (available to work some evening and/or weekends as required).
	






Additional Information
	Please provide any relevant information not covered elsewhere on this form, which may include other activities e.g. voluntary work, major achievements, projects to date and indicate how this will enable you to contribute further to this post.


























Relationship to Staff Members
	If you are related to any employee of Maryhill Burgh Halls Trust or anyone who has been employed as a staff member or has been engaged as a supplier, consultant or contractor in the last 12 months, please provide details: 


												






Relationship to Committee Members
	If you are related to a Committee member of Maryhill Burgh Halls Trust or anyone who has been a Committee member in the last 12 months, please provide details:


												













Rehabilitation of Offenders Act 1974
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 bring with you the original certificate(s) of all qualifications referred to in this application. This extends to membership of professional bodies.

Advertisement Source

Where did you see this post advertised?  ___________________________________


[bookmark: _GoBack]When completed this form can be returned by e-mail to: peopleservices@gcvs.org.uk


(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.)

Please note that the closing date/time for receipt of applications is Monday 31st January 2022.





























EQUAL OPPORTUNITIES MONITORING FORM
(Completion of this form is voluntary and the contents will remain anonymous)

Maryhill Burgh Halls Trust is committed to equal opportunities in employment, regardless of: age, disability, gender reassignment, marriage & civil partnership, pregnancy & maternity, race (including colour, nationality ethnic or national origins and citizenship), religion/belief, sex and sexual orientation.

We would therefore ask you to please complete the following questionnaire to help us ensure that we are reaching all sections of the community, and to check the effectiveness of our recruitment practices.

All information will be treated in the strictest confidence, in line with requirement of Data Protection Act 2018, and will not affect your application.

Gender:			Female			Male 		  Trans Gender
	
Disability:      Do you consider yourself to have a disability/additional needs? 	    Yes	 	  No	

Ethnic Origin:  Please choose ONE section from A to E, then tick the appropriate box to indicate your cultural background.

A  White		B  Mixed		C  Asian or Asian		D  Black or Black 
						    Scottish/British		     Scottish/British
  English		  Any mixed		  Indian			  Caribbean	
  Scottish		    background		  Pakistani			  African
  Welsh					  Bangladeshi			  Other black
  Irish						  Chinese 
  Polish					  Other Asian
  Gypsy Traveller
  Other white
  
E  Other ethnic group					  Prefer not to say
  Arab, Arab Scottish/British
    
Any other ethnic group (please state) _________________				

Religion: 	I would describe my religious background/belief as:  __________________________

    None			    I prefer not to say

Sexual Orientation:

  Bi-sexual		  Gay/Lesbian		  Heterosexual/Straight		  Prefer not to say

Age:  Please indicate your age group.

   16  -  24	   25 -  34 	   35 -  44	   45 -  54 	   55 - 64	   65 & over

Where did you see this post advertised? 

  GoodMoves             Charity Jobs        EVH Bulletin                EVH Website 	     Word of mouth 		 
  MBHT Website/Social Media         Other                     	If other please state:  ________________________


15

