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ASH Scotland
Application template:
Business Services Officer 

ASH Scotland will shortlist based on your ability to demonstrate that you meet the criteria set out in the job description for this post.  Please use this template to provide examples from your experience to demonstrate how you meet these requirements, expanding the spaces as required.

Candidate name:

Contact e-mail: 
Mobile:

Role Specific Essential Criteria:

· Demonstrable 2 years or over experience in the delivery of Business Service support.



· Knowledge of coordination and support of Facilities, Health & Safety, Learning and Development, organising online and in person events,  IT services, HR and Administration.


· Ability to form positive working partnerships with internal/external colleagues and other relevant stakeholders.



· Proficiency in using IT equipment and packages – Office 365, supporting others to develop and improve their own skills.


· Experience of managing own workload and working to agreed timescale whilst managing conflicting priorities. 

Role Specific Desirable Criteria:
Experience in 
· HR administration 
· IT Services
· Health & Safety understanding
· Learning & Development and events
· Facilities Management
· General administration
Values
ASH Scotland adheres to the values shown below;
We work well together
· Communication   
· Collaboration
· Relationships
We are fair and Inclusive
· Equality 
· Honest
· Trust
We strive to be the best we can be
· Creativity
· Investing in Staff
Select two of these values and tell us what this would look like in practice to you (maximum 500 words).
Further Information
Please also provide us with the following information:-
Current post and Employer:
Start date:
Current Salary:
Notice Period:

Conflict of interest declaration 

ASH Scotland is committed to protecting our work from interference by the tobacco and related products industries and financially connected interests, in line with good practice set out in Article 5.3 of the Framework Convention on Tobacco Control. Recent developments have demonstrated that the recreational nicotine and tobacco & related product industries (including vapes, heat-not-burn and oral recreational nicotine products) have negatively influenced tobacco control policy. We require that our employees and partners do not have any associations with tobacco and related products commercial interests, and this includes direct or indirect employment, funding, or in-kind support. Indirect support includes arms-length organisations and networks with funding links to the industry, such as GAES (formerly FSFW) and GFN/KAC (see Home - Tobacco Tactics for details). 

Please declare if you have, or have had over the past 5 years, any involvement with the tobacco and related products industries, their commercial or vested interests, and/or with arm’s length funded groups, whether in a career or personal capacity. If yes, please give details:

No
Yes

Details of two referees, who will only be approached with permission:



Please note that if offered employment with ASH Scotland, you will be required to provide proof of right to work in the UK.

Action on Smoking & Health (Scotland) (ASH Scotland) is a registered Scottish charity (SC 010412) and a company limited by guarantee (Scottish company no 141711). The registered office is 8 Frederick Street, Edinburgh EH2 2HB.
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