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Message from the Chief Executive Officer
Dear Candidate,
I am delighted to share an exciting opportunity to join The Welcoming Association as our new Administrator.

This is far more than an administrative role. The Administrator is often the first point of contact for the people we support, New Scots (refugees, people seeking asylum, migrants), volunteers, and partners. As such, the postholder plays a vital role in creating a warm, safe, and respectful environment where everyone feels valued and welcome.

To do that well, we need strong systems, accurate records, professional HR processes, and an efficient, welcoming office environment. The Administrator is therefore central to all of these, supporting service delivery, safeguarding, organisational integrity, and the overall positive experience of everyone who walks through our doors.

We are looking for someone who is organised, reliable, and professional, but who also brings warmth, cultural sensitivity, discretion, and sound judgement when handling confidential information.

This is an opportunity to play a key role in a values-led organisation committed to inclusion, dignity, and community.

We would be delighted to hear from you.

With best wishes,

Tesfu Gessesse
CEO
The Welcoming Association




Please read before submitting your application
1. Please email your completed application form by the closing date of Wednesday 11th March 2026 at 11.30am to alex.alderton@thewelcoming.org
2. Please note that we do not accept CVs
3. Please note that applications exceeding the stated word limit will not be considered. 
4. Please submit your application form in Word format rather than PDF. 
5. Please complete and submit the online Equality and Diversity Monitoring form https://forms.gle/A962nPktwjAs2SCr8  along with your application. This information helps The Welcoming to better serve our community by understanding who we are attracting to our organisation. This information is used for monitoring purposes only. It will be held anonymously and will not be seen by those responsible for making selection decisions.  
6. Please note that The Welcoming does not have the capacity to provide individual feedback on applications which are not selected at the shortlisting stage. Individual feedback will be offered only to candidates who attend an interview. 
7. Interviews are scheduled to take place on Friday 27th March.
8. If you are invited to an interview, please let us know in advance if you require any reasonable adjustments. Wherever possible, interviews will be held in person. 
9. If you are successful at the interview, any subsequent offer will be conditional on receipt of two satisfactory references, proof of right to work in the UK, and proof of any relevant qualifications will be required for our records.

Data Protection Statement
The Welcoming Association treats personal data collected during the application process with strict confidence, in accordance with our Data Protection Policy. Information about how your data is used and the basis for processing your data is provided in Welcoming’s Privacy Notice. Application forms, shortlisting notes, and interview notes related to unsuccessful candidates are retained for six months after the interview.  


Section 1: Personal Information
	Full Name or Initials 
	

	Full Home Address / or Postcode 

	

	Email: 

	

	Home Phone Number: 

	

	Mobile Phone Number: 
 
	




Section 2: Education and Training
Please provide details of secondary and Higher/Further Education, starting with the most recent. 
	Dates
	Awarding Body/Institution
	Qualification/Certificate
	Grade

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	


 

	Please give details of any other training or professional development completed which you feel may be relevant to this application.

	












Section 3: Employment History  
Please provide details of your employment history, both paid and voluntary, starting with the most recent. Please add additional rows if needed. 
	Dates
	Paid or Voluntary?
	Employer 
	Job Title and Main Responsibilities 
	Reason for Leaving 

	




	
	
	
	

	




	
	
	
	

	




	
	
	
	

	




	
	
	
	

	




	
	
	
	

	




	
	
	
	

	




	
	
	
	



	What is your notice period in your current role, if applicable? 

	




Section 4: Personal Statement 
	Please describe what attracts you to this role, with reference to The Welcoming’s ethos and values. (max. 300 words)

	
















	Please outline how you feel your skills, experience, knowledge, achievements, and personal attributes are relevant to this role, with reference to the Job Description and Person Specification. (max. 500 words) 

	






















Section 5: References
Please provide details of two people who are willing to act as referees in support of your application. Both should be from employers listed in Section 3. One should be from your most recent employer.
	1st Referee
	2nd Referee

	Name: 
	

	

	Job Title:
	

	

	Organisation: 
	

	

	Work relationship to you: 
	

	

	Address:
	

	

	Email: 
	

	

	Phone: 
	

	

	May we contact this referee before interview?
	

	




Section 6: Declarations
	Do you have any convictions that are not treated as spent under the terms of the Rehabilitation of Offenders Act 1974?
	



	If you have answered yes, please provide details. 


	






	Do you know any employee or Board member at The Welcoming? (This information is required to ensure appropriate selection of the shortlisting and interview panel. This will not affect your application.)
	

	If you have answered yes, please provide details, including their relationship to you. 

	





	I verify that, to the best of my knowledge, the information supplied on this application form is correct.

Please sign with your initials or signature and date below. 
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