

	Confidential Application                      
	    
	Application ID
	
	Management Assistant

	
	
	
	
	



If possible, we would prefer typed/emailed applications. Please contact us if you wish to submit your application in a different format. 

SECTION 1: PERSONAL INFORMATION 

	Vacancy
	 21-28 hours a week, based in Dingwall.  Permanent subject to on-going funding

	Applications closing date/time
	12:00pm on 31st January 2025 

	Email address: 
	recruitment@rosswa.co.uk

	Interviews via video link
	To be confirmed

	Referees
	They will not be contacted unless you have been offered the post

	IWA is an Equal Opportunities Employer. All Women’s Aid work involves direct contact with women, children & young people in fear of male violence. Women only need apply:  Equality Act 2010, Work Occupational Requirement Exception (Schedule 9, paragraph 1).

	1.A  	   Personal Details & general information:

	Full name
	
	Email
	

	Address 

	
	Landline
	

	Postcode
	
	Mobile
	

	Do you hold a full UK driving licence and have access to a vehicle

	Are you willing to insure and use that vehicle for business travel

	1.B             Any times you would not be available for interview on the following date/s

	To be confirmed
	


	Are there any adjustments we may need to make to enable you to attend for interview?
	

	How did you hear of this vacancy?
	













SECTION 3: EXPERIENCE AND SKILLS
Your answers to the following questions will allow us to decide whether or not you are shortlisted.  Therefore, where possible, we would encourage you to answer all questions as fully as possible, and to give examples to evidence knowledge and experience.

	Current/most recent post
	

	Employed by
	

	Reason for leaving
	

	Start date
	
	End date
	

	Regular weekly hours
	
	Currently salary
	

	2.1 Brief outline of current or most recent duties

	


	2.2 List the main responsibilities held:

	


	2.3 Describe any  key achievements during your current or most recent post

	



	3. YOUR FULL EMPLOYMENT HISTORY IS REQUIRED INCLDUING DETAILS RELATING TO EMPLOYMENT GAPS
(Begin with most recent - include voluntary work & periods of unemployment.) add to the table below as required



	From (MM/YY)
	To (MM/YY)
	Employer’s name and address & post code
	Job title, brief outline of duties, responsibilities and key achievements
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	4. Previous studies, courses, training or qualifications you believe are relevant to this post 
	Office

	

	

	5. Tell us about your previous experience working within or studying for an admin related role

	Office

	

	

	6. Can you tell us about any experience you've had with record-keeping, or how you would approach ensuring accuracy and organisation in this area?
	Office


	

	

	7. Tell us about your previous experience dealing directly with customers, clients or service users
	Office


	

	

	8. Tell us about your previous experience working within the charitable sector
	Office


	

	

	9. Tell us about your experience using IT tools and software to complete tasks such as creating documents, managing data, or producing reports. What programs or tools have you used, and how have they supported your work?
	Office


	

	

	10. Tell us about your understanding and knowledge of the requirement for confidentiality, safe working practices and the maintenance of accurate files:
	Office


	

	

	11. Can you share an example of a time when you contributed to improving a process, resource, or project? This could include helping develop a plan, creating resources, or supporting a new idea or service. If you haven’t had direct experience, how would you approach this type of work?
	Office

	

	

	12. Supporting Statement:  Please state why you are applying for this position and what you feel you can personally bring to it, maximum 500 words.
	Office
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