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Community Justice Scotland
Application for appointment as Business Support Officer
Your personal information is not made available to the panel at the application stage.  For more information on how CJS process information, please visit our website.  More information is also available in the declaration on subsequent page.
	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:

     



	

	How did you hear about this post? 

	


	Reasonable Adjustment

	CJS is committed to being an inclusive employer and will support any candidate requesting to apply in an alternative format.  We will make reasonable adjustments through the application/interview process on request.


	PART A:  DECLARATION


By virtue of submitting this form, 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 relevant information, my application may be disqualified.  
I understand that all documentation associated with an appointment round will be held by Community Justice Scotland for six months following any announcement of this new appointment for the purposes of audit, diversity monitoring, and management information for appointment round monitoring and for the investigation of any complaint.  I understand that if my application is successful, it will be held for the duration of my appointment.  I agree that documentation generated during this appointment round may be accessed by a third party insofar as is necessary to ensure a fair appointment process.  
Under the terms of the General Data Protection Regulation 2018, I agree that the information given in the personal information section of the application form may be processed to provide management information for appointment round monitoring purposes.  I understand that if successful, my personal details (Name and CJS contact details) will be made available publicly available on the CJS website. 
Closing date for receipt of applications is 3 August 2022 at 12:00 noon.
Completed applications must be returned electronically, however, if you have any questions or would like to discuss adjustments to your application please contact Nina Rogers via text/call on 07557 647 849 or via email at HR@communityjustice.scot.

If you are invited to interview they will be held in person on 15 and 16 August 2022.
	PART B:  YOUR SUITABILITY FOR THIS ROLE


This section of your application allows you to provide evidence of your knowledge, skills, values and competencies. Focus on evidence that will highlight your suitability for this job role.  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. 
ESSENTIAL CRITERIA

To be considered for this appointment you must, as a minimum requirement, meet the essential criteria for the role.
	ELIGIBILITY

Please confirm whether or not you have:

Eligibility to take up paid Employment in the UK.  (If you require a visa or work permit to take up paid employment, please state.)  Documentary evidence of eligibility will be requested as a condition of employment.


	Yes   FORMCHECKBOX 
             No   FORMCHECKBOX 




	Please note that Community Justice Scotland values lived experience. We like to hear about your personal experiences as well as your professional past, so if you are struggling for a work-based example, please use something from any aspect of your life




	1   Please provide evidence of how you meet the essential criteria of:

What is it about admin roles that you find the most enjoyable? 

Your response should not exceed 400 words in total. Bullet points and note form if this would be more accessible for you. Please be concise as any information in excess of 400 words will not be considered.



	


	2   Please provide evidence of how you meet the essential criteria of:

Excellent planning and organisational skills
             And
Experience of working within a team, pro-actively on own initiative and ability to self-organise and prioritise workload.

Your response should not exceed 400 words in total. Bullet points and note form are acceptable. Please be concise as any information in excess of 400 words will not be considered.

We advise using the STARR format: situation, tasks, actions, results and reflections .  It allows you to describe a situation or problem; highlight the task you had to accomplish; tell us what actions you took to achieve the task; and demonstrate the result - what you achieved, the reflections will provide clarity on what you learned and how you have taken that learning forward.

	


STATEMENT

Personal statement: What makes you right for this role?

This is your chance to tell us about you. What drives you, what matters to you, what do you value and why do you want to work for Community Justice Scotland? 

Please explain why you are applying for this post.  Please avoid restating any evidence and examples already provided.  Your response should not exceed 500 words.
	


	PART C:  LIFE HISTORY


	LIFE HISTORY:  Please provide details of role(s) held from work or personal life which relate to the attributes in the personal specification.  

You do not need to provide information already given.

A Curriculum Vitae will not be accepted



	Roles
	Dates
	Criteria Supported
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