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Role: Admin & Project Support Worker
Application Form
CONFIDENTIAL

	Name:
	
	
	Email address:
	

	Address:
	
	
	Phone Number:
	

	
	
	
	Postcode:
	



	References: Please give details of TWO referees, one of whom MUST either be your current or most recent employer or supervisor of voluntary work.
We will only contact these people in the instance of a conditional offer of employment.

	Name:


	Address:

	Occupation:

	Email Address:

	Is this an Employment/ Volunteer supervisor or Personal referee?






	Referee two:

	Name:


	Address:

	Occupation:

	Email Address:

	Is this an Employment/ Volunteer supervisor or Personal referee?





	Why are you interested in this role?  Please limit your response to a maximum of 150 words (or 2 minutes maximum if providing a recorded response.)

	








	Essential Criteria  Please limit your response to a maximum of 125 words per criteria (or 1 minute maximum if providing a recorded response.)

	Please refer to the job description and provide evidence for each criteria based on your skills & experience.

	E1: Good communication and interpersonal skills - both written and in person - to support clear communication and build positive relationships.
	



	E2: Experience of or ability to manage petty cash and donations collections.
	



	E3: The ability to be self-directed, show initiative and manage an agreed workload within a busy team.
	



	E4: Ability to adapt and problem solve when required. 
	


	E5: IT skills including creating spreadsheets, generating and editing text documents and posting on social media.
	



	E6: Awareness of appropriate professional boundaries when working in communities.
	



	E7: Awareness of the challenges faced by individuals and families living in relative poverty.
	

	E8: An understanding of the impact that creative participation has on individuals and communities.
	

	E9: Experience of supporting groups of people in formal or informal settings. 
	





	Desirable Criteria  Please limit your response to a maximum of 125 words per criteria (or 1 minute maximum if providing a recorded response.)

	If you do not have direct experience with any of these criteria, but have transferable skills and / or experience that you believe demonstrates your ability to learn to do these things then please include this.

	D1: Experience working with / supporting children and / or young people. 
	



	D2: Understanding of responsibilities regarding child protection and safeguarding of vulnerable adults.
	



	D3: Skills in design and editing of content for Social Media.
	


	D4: Experience of use of platforms like Eventbrite and Mailchimp.
	



	D5: Experience collecting and managing data using forms and spreadsheets.
	



	D6: Experience of working in Community arts / music settings. 
	


	D7: Experience of using Customer Relationship Management software. 
	




	Is there anything else you would like to let us know? 250 word limit (or 2 minutes maximum if providing a recorded response.)


	








	Qualifications & Training  Please only provide details relevant to the role.

	Dates
	Details

	








	







	Work & Voluntary Experience  Please only provide details relevant to the role.

	Dates
	Role & Details

	








	















	Applicant Declarations: We understand that this document will appear different depending on the application you are using to edit it. In the instance that you do not have check boxes in your version please delete all responses except for your answer to each question.

	1) You should be aware that if the post you have applied for is subject to the PVG Scheme, any job offer will be subject to an application to the PVG scheme. 

I understand this and I am happy to proceed with my application for this role.

· Yes
· No

2) We are committed to ensuring our recruitment process is inclusive and accessible. If you are invited to an interview, do you require any reasonable adjustments to be made?

· No
· Yes (please provide details below)

3) I hereby confirm that I have the unrestricted right to work in the United Kingdom.

· Yes
· No

4) I hereby provide Givin' it Laldie consent to process my data in relation to this job application and in line with Givin' it Laldie’s Privacy Policy.

· Yes 
· No


I confirm that, to the best of my knowledge, the information given in this application is true.


	

	Signed:
	
	Date:
	

	     Please submit completed application form and the Equal Opportunity and Diversity Monitoring Form via email to laldierecruitment@gmail.com

Your form will be anonymised and filed separately by 
someone who is not involved in the selection or interview process.





image1.png
arviN'IT
~ALDIE!

M
Usic i the GOI’balS





