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IN CONFIDENCE

APPLICATION FOR EMPLOYMENT - PLEASE COMPLETE ALL SECTIONS

	Personal Details

	Initial and Surname


	

	Address


	

	Postcode


	

	Home Tel No:


	

	Office Tel No:

(if we can phone you at work)
	

	Mobile Tel No:


	

	Email Address


	

	Post applied for:


	Housing Services Assistant 

	Application No:

(for office use only)


	


Please return completed forms by email to
martha.hutcheson@glenoaks.org.uk

Closing Date: 9 December 2020
Interviews will be held week commencing 14 or 21 December
	Secondary education (please list subjects passed)

	Subject
	Level
	Grade achieved

	
	
	

	Further education

	University / College

	Course(s) &

Main subjects studied
	Degrees, Diplomas, Certificates obtained

	
	
	

	Professional qualifications

	Name of Awarding Body
	Qualifications obtained, Membership of Professional Institution etc

	
	


	Training Courses (please give details of any relevant short courses or training undertaken)

	Course(s) undertaken
	Provider(s)

	
	

	Present or most recent employment

	Name & Address of

Employer
	Date from:
	
	Date to:
	

	
	Position held:


	

	
	Salary and other benefits/payments


	

	
	Notice required:


	

	
	Reason for leaving:


	

	Nature of post (please describe your main duties:

	


	Employment history

	Name & address of

previous employer(s)
	From

month/year
	To

month/year
	Position held, main duties and reason for leaving

	
	
	
	


Please continue on a separate sheet if necessary.

Glen Oaks Housing Association wishes to compare your experience, skills and knowledge with its requirements as detailed in the person specification. You should, therefore, try to show in the following part of the form how you satisfy these. 
	Relevant skills / experience

	Teamwork

	

	IT skills

	

	Organisational & administrative skills

	

	Communication skills

	

	Customer engagement

	

	Dealing with difficult customers

	

	Understanding of housing issues

	

	Positive & professional attitude

	

	Knowledge of Scottish Social Housing Charter

	

	Commitment to equalities

	

	Flexible approach

	

	Referees

	Please give details of two referees. They should be qualified to comment on your ability and experience for this appointment and should include a referee from your current or most recent employer.  



	Name:

Job title:

Company:

Address:

Postcode:

Email:

Tel No:


	Name:

Job title:

Company:

Address:

Postcode:

Email:

Tel No:



	Disability

	We encourage applications from disabled people.  Please ensure that you fill out the Diversity and Equal Opportunities Form, which will be kept separate from the selection process.  If short-listed, you will be asked at a later stage about any requirements for the interview.  If you wish to discuss any concerns about your disability or request reasonable adaptations in relation to the job or the selection processes please contact the Corporate Services Manager in confidence at 0141 620 2705 or email: martha.hutcheson@glenoaks.org.uk



	Availability for interview

	Are you unavailable at any time during weeks commencing 14 or 21 December?



	Close relatives

	In terms of regulatory guidance, Glen Oaks Housing Association is able to employ close relatives of Board members or employees.  If you are related to any Board member or employee of Glen Oaks Housing Association, or anyone who has been employed or served on the Board in the last 12 months, please provide details below:

Are you related to any consultant or supplier of Glen Oaks Housing Association?

If yes, please provide details.



	Potential conflicts of interest

	Do you have any business commitment which makes demands upon your time or which have the potential to represent a conflict of interest with the job you are applying for?  If so, please give a brief description.


	Declaration

	I have read the guidance above and I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete.  I understand that if it is subsequently discovered that any statement is false or misleading, or that I have withheld any relevant information my application may be disqualified or, if I have already been appointed, I may be dismissed without notice.

Signed:                                                                       Date:  

If you have emailed the application back, you will be asked to sign it if called for interview




Notes for applicants
1. Rehabilitation of Offenders Act 1974

The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become spent or ignored, after a ‘rehabilitation period’.   Excepted posts are those to which the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 applies.  You may be entitled to withhold information about convictions that are ‘spent’ under the provision of the act.  In the event of employment, any failure to disclose could result in dismissal or disciplinary action by your employer.  If selected for interview you will be required to complete a criminal convictions declaration form that will only be reviewed if an offer of employment is being made.

2. General Data Protection Regulation (GDPR)
In accordance with the GDPR, the information that you provide us with for the purposes of recruitment and selection shall be stored confidentially and disposed of confidentially after 6 months have elapsed.

3. Immigration, Asylum & Nationality Act 2006

The Immigration, Asylum and Nationality Act 2006 makes it an offence to employ anyone who is not entitled to live or work in the EU.  All applicants selected for interview will be required to provide evidence that they are entitled to live and work in the EU.  Appropriate documentation may include the original of your current passport, visa, birth certificate or any other document (or combination of documents) indicated by the Act.
Do you currently have the right to work and live in the EU?


      Yes / No
                                                                                                (please delete as appropriate)
4. Confirmation of qualifications

If selected for interview you will be required to bring with you the original certificate(s) of all qualifications referred to in this application. This extends to membership of professional bodies.
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