	
        
	Membership Services Assistant

Hours: 21 Hours per week (can be worked flexibly over 4 or 5 days, but to include a Wednesday)

Location: Home-based within the UK (with expectation of quarterly team meet up in Edinburgh) 

Contract: Fixed to 31st March 2025 – continuation subject to funding and business needs. 

Salary: £22k full time equivalent. [£12.08 per hour]
	



Application Form

	Please state where you saw the advertisement for the post: 




	
PERSONAL DETAILS 


	Full Name



	



	Address 
(Please note this position is only open to those residents in the UK with Right to Work in the UK)

	

	Phone Number

	

	Email Address

	



	
QUALIFICATIONS

Please give details and dates of any professional or vocational qualifications that you consider relevant to this application.


	Date
	Qualification Name, Awarding Body, Grade (if available) 

	
	

	
	

	
	

	
	

	
	

	
	

	
	






	
EMPLOYMENT HISTORY


	Name and address of current or most recent employer

	




	Job Title

	

	Description of Duties

	









	Start and End Date
	


	
Previous Employment, Work Experience or Voluntary Roles 


	
Name and Address of Employer


	
Start and End Date



	
Please state Job Title, 
Brief Description of Duties, Reason for Leaving




	
	
	


	
	
	


	

	
	


	
	
	

	
	
	





	
APPLICATION QUESTIONS 


	
Please ensure you have read the Job Information Pack before answering these questions. You may also wish to refer to our website for further information about our work, purpose and activities. www.befriending.co.uk 

You should include specific examples from previous work or experiences. Answers to each question should be no longer than 300 words. 


	Question 1: Why are you applying for this role and what interests you about working at Befriending Networks? 


	






	Question 2: Describe your knowledge and experience of managing data. For example, you may tell us about previous work on databases or CRM systems – setting out your role, what you learnt, and what challenges you overcame. 

	






	Question 3: Describe your experience in providing excellent customer service. For example, description and competence of making positive connections with other people, providing service, and working with internal and external colleagues and stakeholders. 

	





	Question 4: Describe your experience and approach to keeping yourself motivated and managing a workload. 

	














	
DECLARATION


	
I certify that all information contained in this form is true and correct to the best of my knowledge. I realise that false information or omissions may lead to dismissal without notice.

I confirm that I have read the Job Applicants Privacy Notice and understand my rights under the GDPR. 

Signed……………………………………………………  Date…………………………





Job Applicants Privacy Notice 
What information do we collect?  
How do we use this information? 
If you are applying for a job, internship, or volunteering role with Befriending Networks we will collect and process data about you. This will likely include your name, contact information, and personal information contained in your CV such as your date of birth or national insurance number. If we ask for an application form to be completed this may include a request for additional specific information such as employment history, qualifications, work eligibility, national insurance number, and referee details. We may use a third-party recruitment site, such as Charity Jobs to accept application on our behalf.  

The legal basis for processing job applicant data is legitimate interest as we seek to appoint to a specified vacancy within our organisation. Your data will be stored securely within our company SharePoint site. 
When undertaking pre-employment checks we may ask for contact details of references, your date of birth, your work eligibility, and vetting information such as for DBS/PVG membership. We may use a third party to assist us with work eligibility and DBS/PVG checks. 
 
We will use the data you provide us with to manage our recruitment and selection process. This includes assessing suitability for the role, creating accounts for successful applicants, sending communications related to the outcome of the recruitment process, and fulfilling onboarding requirements.  

We will retain application forms, CVs and other data related to vacancies and recruitment processes for 6 months from the vacancy closing date.  You have the right to be forgotten and can ask us to stop processing your data and delete all records, we will do this within one month of the request being made. For any enquiries or requests related to the processing of your personal data please contact our CEO, Susan Hunter susan@befriending.co.uk 






Please return application form to:

Chief Executive, Befriending Networks Ltd. by email to info@befriending.co.uk

Applications must be received by 5pm on Monday 24th July 2023. 
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