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Post ref: TL Dec 23          Team Leader/Duty Worker

Thank you for enquiring about this vacancy with Forth Valley Advocacy (FVA).

Please complete this application form and return to recruitment@forthvalleyadvocacy.com by the closing date of 9.00am, Monday 8th January 2024. 

If you are unable to complete the application electronically, please contact Gordon at gordon@forthvalleyadvocacy.com or 01324 320986 for assistance.

FVA is committed to encouraging Equality and Diversity throughout our organisation and welcomes applications from people in underrepresented groups or who want to work flexibly. 

Forth Valley Advocacy is a MINDFUL EMPLOYER® and has signed the Charter for Employers who are positive about mental health.

Shortlisting for advertised posts is generally done during the week following the closing date.  Individual applications are not acknowledged.  If you have not heard from us within three weeks of the closing date, you can assume your application has not made the shortlist.

Completing the application form

Please remember that you need to let us know what skills and experiences you can bring to this post. Your supporting statement is what tells us most about your skills and experiences and is your opportunity to evidence how you are the best person for the job.  The best way to respond to this section is to look at the person specification and give detailed examples of how you meet the essential specifications using the STAR approach:  Situation, Task, Approach, Result

You are welcome to apply for more than one post but please complete a separate application form for each one.  Please note we do not accept CVs.

How would like to be addressed?

Please let us know how you would like us to address you in any dialogue or correspondence, so we use the gender identity and/or title of your choice.  
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Post applied for:	Team Leader/Duty Worker	Post reference number:  TL Dec 23
	Sections A - C and H will be detached from the rest of the application and that information will not be available to the shortlisting panel. 
If the form is not completed and submitted online, please complete it in black ink using BLOCK CAPITALS




Section A: PERSONAL DETAILS
	Title by which you wish to be addressed

	Forename 
	Surname  

	

	Address 

	

	Postcode 
	

	 

	Contact tel numbers

	Personal
	Work (if convenient)
	Email Address





Section B: HEALTH INFORMATION
	

	Please let us know if you require any reasonable adjustments due to a disability or health condition to enable you to attend an interview or which you wish us to take into account when considering your application.



Please let us know any reasonable adjustments which, if you are successful, you feel should be made to the job itself to enable you to carry out its duties.







SECTION C: GENERAL INFORMATION

Are you currently eligible for employment in the UK?   Yes			No
(You will be required to provide proof of this before commencing employment)

REHABILITATION OF OFFENDERS ACT 1974. If you have previously been convicted of any offences, please give details below unless the conviction can be regarded as “spent” in terms of the Rehabilitation of Offenders Act 1974. If the position which you have applied for has been assessed as requiring PVG membership and/or a Disclosure check, this will also be carried out prior to employment verification. (Having a conviction will not necessarily discount you from being considered for the post.)




SECTION D:  EDUCATION AND RELEVANT TRAINING 
Please list examinations passed in school or Further Education
	Qualification and Level
	Subject
	Grade

	







	
	




Please provide details of any Higher Education undertaken
	University or College
	Degree or Qualification Obtained
	Dates: from to

	




	





	




Please provide details of any professional qualifications held not listed above
	Qualification
	Degree or Qualification obtained
	Dates: from to

	





	
	






Other training - relevant to this application
	Name of Course
	Provided by 
	Dates: From to

	







	
	





SECTION E: EMPLOYMENT/VOLUNTARY WORK 

Present or most recent employer
	Employer’s Name
 and Address & nature of business

	Post held 
	Brief outline of your duties and responsibilities
	Dates: from to
	Reason for Leaving

	







	
	
	
	

	Previous employment
starting with most recent
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	










SECTION F: SUPPORTING STATEMENT – Tell us how you match the person specification citing relevant and specific examples from your work and volunteer experience. Supply other relevant details in support of your application and describe the contribution you would make to Forth Valley Advocacy.
	Skills and Abilities – Max 400 words

	












	Knowledge – Max 400 words

	












	Experience – Max 400 words

	











	Personal Qualities – max 400 words

	










SECTION G: STORAGE OF SENSITIVE INFORMATION, REFERENCES AND DECLARATION

Storage of Sensitive Information The personal information given on this form will be processed for the purpose of assessing your application for employment. It will be treated in confidence and will not be disclosed to any third parties where except permitted by law or where consent has been given. The information given is being gathered for consideration by Forth Valley Advocacy. Forth Valley Advocacy is the Data Controller of this information and will store this Application Form in line with our Privacy Notice. The information gathered on the form will be retained for 1 year unless you instruct us otherwise. I authorise the collection of this information by Forth Valley Advocacy so that it may be used for the above purpose. It will be my responsibility if any information is incomplete or incorrect. I am aware that I am able to access, according to the Data Protection Act 1998, the information regarding my personal data that is kept by Forth Valley Advocacy, by providing a written request. I can also request the correction, addition, or elimination of any data through this written request

Signature								Date

	Referees
	Please provide details of two referees whom we may approach, one of whom should be your present or most recent employer and the other a previous employer. If you are self-employed or unemployed, please give details of two people who have direct knowledge of your skills and abilities.

	
Name: 
Organisation: 
Address: 

Tel: 
E-mail: 

In what capacity are you known to this person?

Can we contact prior to interview?
Yes                                No

	
Name: 
Organisation: 
Address: 

Tel: 
E-mail: 

In what capacity are you known to this person?

Can we contact prior to interview?
Yes                                         No




	Declaration   

	I declare that to the best of my knowledge and belief all particulars I have given in this and the accompanying pages of the application form are complete and true. I understand that any false or misleading statement or any significant omission could result in termination of employment should I be subsequently employed as a result of submitting this application. I understand that any offer of employment will be subject to receipt of permission to work in the UK, satisfactory references, satisfactory Disclosure results (if applicable to the post being applied for) and a probationary period. I authorise Forth Valley Advocacy to verify information contained in this application via telephone, e-mail, fax or letter. I understand that third parties may be consulted to verify qualifications, criminal convictions and health information should this be necessary for this post.

Signature:                                Date: 

(Please note: for electronically submitted forms we consider that you have signed this application when you type in your name and a date)




Section H: EQUAL OPPORTUNTIES MONITORING - CONFIDENTIAL

Forth Valley Advocacy strives to meet the aims and commitments set out in its equality policy. This includes not discriminating under the Equality Act 2010, and building an accurate picture of the make-up of our staff team to encourage equality and diversity.
 
Forth Valley Advocacy needs your help and co-operation to enable it to do this, but filling in this form is voluntary.

The data will only be used for general statistical and monitoring purposes and will not be taken into account when assessing your application form. Completed monitoring forms are anonymous and processed separately. 
 
By completing this form you will help us better understand how we, as an employer, can ensure equality of opportunity for all. This is sensitive personal data and will be treated in line with the requirements of Data Protection legislation. 

	Ethnic Origin
Choose ONE section from A to F, then tick the appropriate box to indicate your cultural background.

	A 
	White
	 
	B  
	Mixed or Multi-Ethnic Group
	 

	 
	Scottish
	 
	 
	Any mixed (please specify below)
	 

	 
	English
	 
	 
	 
	 

	 
	Welsh
	 
	 
	 
	 

	 
	Northern Irish
	 
	 
	 
	 

	 
	British 
	 
	 
	 
	 

	 
	Irish
	 
	 
	 
	 

	 
	Gypsy/Traveller
	 
	 
	 
	 

	 
	Polish
	 
	 
	 

	 
	Other (please specify below)
	 
	 
	 

	C
	Asian, Asian Scottish or Asian British
	 
	D
	Black, Black Scottish, or Black British
	 

	 
	Indian
	 
	 
	Caribbean
	 

	 
	Pakistani
	 
	 
	African
	 

	 
	Bangladeshi
	 
	 
	Other Black (please specify below)
	 

	 
	Chinese
	 
	 
	 
	 

	 
	Other Asian (please specify below)
	 
	
	
	

	E
	Other ethnic background:
	 
	F
	Prefer not to say:
	 

	 
	Arab
	 
	 
	Prefer not to say
	 

	 
	Any other (please specify below)
	 
	 
	 
	 


 
	National Identity 
Please tick the box that best indicates your National Identity.
 


	 
	Scottish
	 
	 
	Other Commonwealth Nations
	 

	 
	English
	 
	 
	Other EU Nations 
	 

	 
	Welsh
	 
	 
	Other Nationalities
	 

	 
	Irish
	 
	 
	Not known
	 

	 
	British
	 
	 
	Prefer not to say
	 


 
	Age (please tick the box that best describes your age range):

	 
	Under 25
	 
	 
	25-34
	 

	 
	35-44
	 
	 
	45-54
	 

	 
	55-64
	 
	 
	65 +
	 

	 
	Prefer not to say
	 
	 
	 
	 


 
	Gender (please tick):

	 
	Male
	 
	 
	Female
	 

	 
	Non-binary
	 
	 
	Prefer not to say
	 


 
	Disability (please tick):

	 
	I have no disability
	 
	 
	I have a disability
	 

	 
	Prefer not to say
	 
	 
	 
	 


 
	Religion (please tick):

	 
	None
	 
	 
	Buddhist
	 

	 
	Church of Scotland
	 
	 
	Sikh
	 

	 
	Roman Catholic
	 
	 
	Jewish
	 

	 
	Other Christian
	 
	 
	Hindu
	 

	 
	Muslim
	 
	 
	Pagan
	 

	 
	Other (please specify below)
	 
	 
	Prefer not to say
	 

	 
	 
	 
	 
	 


 
	Sexual orientation (please tick):

	 
	Opposite sex (heterosexual)
	 
	 
	Same sex (homosexual)
	 

	 
	Same and opposite sex (bisexual)
	 
	 
	Prefer not to say
	 



	Where did you see this post advertised?
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