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Administration Officer Vacancy: Application Form  

All applicants for posts within The Manda Centre are required to complete an application form.

SECTION A:  Your personal details
Title / Gender Identity:



First name (s):


Surname:

Any previous names by which you have been known:

Address:

Post code:

How long have you lived at the above address?

If less than 12 months, please give your previous address?

Previous Address:

Post code:

How long did you live there?

Phone number/         Home:


Mobile:

Date of Birth (Optional):

The Manda Centre supports people affected by Trauma, Loss and Personal Crisis
Do you have personal experience of Trauma, Loss and Personal Crisis?






Y   [   ]

    N   [   ]
If you feel it is appropriate, please provide a brief outline of the circumstances.
We provide the people we support by a range of counselling and support services.

Face to Face in the Manda Centre, remotely to those that are unable or unwilling to visit the Centre.

We also utilise a combination of Zoom and MS Teams.

All Staff, Counsellors, Therapists, Volunteers and Student Placements when working will be supported in their work and are expected to attend Supervision for this purpose.  









Are these working practices acceptable to you? 





Y   [   ]

    N   [   ]
All Manda Centre Staff, Counsellors, Therapists, Volunteers & Student Placements, whatever their role, are expected to work in a non-discriminatory way, for the betterment of clients, and to maintain strict confidentiality about those whom they support.

Do you agree to work in such a manner?





Y   [   ]

    N   [   ]
Do you have access to your own transport?





Y   [   ]

    N   [   ]
Would there be difficulties in coming to The Manda Centre




Y   [   ]

    N   [   ]
SECTION B:   

Your present or most recent employment / voluntary work
Name of organisation:

Address of organisation:

Post code:

Summary of role and responsibilities:

Please give reasons for leaving

SECTION C:  Please give details of any previous experience you may have of working within the voluntary sector.
SECTION D:  Please give details of any relevant qualifications, training and/or personal qualities which you feel equip you to work within The Manda Centre.
If necessary, please continue on a separate sheet.
SECTION E:  References – please give the name and contact details of two suitable referees.  At least one should have knowledge of any previous work you may have undertaken or personal qualities which equip you to work within The Manda Centre.

Name:







Organisation:
(where applicable)



Address:

Post code:

Telephone:






In what capacity do you know this person (friend, colleague, etc.)?



Name:







Organisation:
(where applicable)



Address:

Post code:

Telephone:






In what capacity do you know this person (friend, colleague, etc.)?



Section F:
Vetting procedures

This post will require completion of a self-declaration form and a Disclosure check at Standard or Enhanced level.  Disclosure checks will only be requested for those applicants that we wish to appoint.

(i) Self-Declaration Form:  Please confirm that you understand and agree to the completion of a Self-Declaration Form should we wish to appoint you to a post within The Manda Centre







Please tick:

Y   [   ]

    N   [   ]
(ii) Disclosure check:  Please confirm that, you understand and agree to a Disclosure check should we wish to appoint you to a post within The Manda Centre






Please tick:

Y   [   ]

    N   [   ]
Section G:  Declaration

I confirm that the information I have given in this form is accurate and truthful.

Signed:





Date

Thank you for completing this application form.

Please return as soon as possible.

The information you give us in this form will be treated in the strictest confidence.

Please note that more information will be given at interview.  

However, if there is anything you wish to ask at this stage, please do not hesitate to contact The Manda Centre on: 
Landline: 01698 328724 


Mobile: 0775 740 7002

The Manda Centre is fully accessible.
The Trauma, Loss & Personal Crisis Centre


Hamilton Business Centre. 194 Quarry Street, Hamilton ML3 6QR
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