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Employment Application Form
	
Pages 1 & 2 to be removed before short listing
	
Connected Voice Code:
	





	
Position applied for:
	







	
Personal details:

Please complete the following details


	
Surname:
	

	
Forename(s):
	

	
Title:
	

	
Address:




	

	 
Postcode:
	
	
Home Tel:

	
Work Tel:
	
	
Mobile:

	
Email:
	

	
National Insurance No:
	

	
Can you be contacted
at work?
	






Please leave this page blank for shortlisting purposes.  

The front cover of this application form will be removed and the information will not be shown to the shortlisting panel.
 
	1. Education
Please include details of any academic, work based and professional qualifications.
(Most recent first)

	
Secondary
School/College/University
	
Subject
	
Qualification and date obtained
	
Grade

	
	
	
	






























	Other Skills and Qualifications


	







	Membership of professional bodies
Name of body, level and date of membership obtained.  (State whether by examination)

	






	2. Employment history
Starting with your most current or recent job please give details of your history of employment up to a maximum of ten years.




	Current or most recent employer’s name
	Dates employed
from and to
	Hours
and Salary
	Notice or date you left 
	Reason for leaving


	

	
	
	
	




	
Employment history up to a maximum of ten years




	Employer’s name
	Dates employed
from and to
	Reason for leaving


	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	



	
Volunteering and Community Work skills and experience can be included in the supporting statement when addressing the person specification criterion.






3. Supporting statement 
Please refer to the person specification in the job description and address each of the essential, desirable and personal attributes criteria separately.  Give at least one descriptive example for each criterion and include it in the table below under each heading.  You should use no more than 100 words for each criterion. Detail how you specifically meet the requirement.  Include any relevant experience, knowledge or skills including voluntary or unpaid work.

	Essential requirements necessary for the role


	Experience of providing Independent Advocacy to individuals


	The ability to communicate to an excellent standard, and work sensitively with, individuals, groups and organisations in particular those with mental health and capacity needs, physical disabilities and long term physical and neurological conditions and support them to achieve their aims


	Experience of working with people with Mental Health and Mental Capacity needs, including in a hospital setting


	Good understanding of safeguarding, health and safety and equalities legislation


	The ability to undertake Independent Advocacy Qualification and additional modules relating to the IMHA/IMCA/Care Act role within the first year of employment


	The ability to process information and produce good quality written work


	The ability to manage a varied and demanding workload and meet deadlines


	The ability to set priorities and work to them while remaining responsive to events


	The ability to work on your own and in a team environment


	The ability to be flexible and work outside normal business hours (9am to 5pm) when necessary




	Desirable requirements for the role


	Achieved or working towards the Independent Advocacy Qualification level 3 including IMHA/IMCA/Care Act modules


	Experience of working with complex cases as an IMHA/IMCA/RPR/ICCA


	Good general understanding of legislative and social policy issues relevant to advocacy


	Experience of working in a range of settings including forensic services


	Experience of using non-instructed advocacy


	Experience of dealing with people with diverse needs within specified timescales


	Experience of recruiting and training volunteers


	Holder of a current full driving license and access to a car or to independent travel (alternative arrangements can be made for people whose disability prevents them from driving)




	Personal attributes - essential


	Commitment to the values, aims and purpose of Connected Voice


	Commitment to detail, ensuring all work is accurate, concise and understandable


	Commitment to equality and diversity


	Enthusiasm, energy and resilience


	Understanding of how to work within professional boundaries


	Willing to work in co-operation with team members


	Willing to work flexibly and creatively within their role


	Organisational and time management skills










	4. Additional Information

	
Do you need a visa/work permit for regular employment in the UK
	
  Yes/No






	5. Ex-offenders Policy
Connected Voice does not rule out applications from applicants with unspent convictions.  We have a policy on the recruitment of ex-offenders, which states our position on this issue, and is included in the application pack.  Candidates are not asked about unspent convictions at this stage in the process, but short listed candidates will be asked for that information.
Candidates should note that this post is one designated as requiring a Disclosure Check and Barred List Check







	6. References
All appointments are subject to the receipt of satisfactory references.  Please provide details of 2 appropriate referees to whom confidential enquiries may be made.  One reference should be from your current or most recent employer.  Please state whether we may approach these referees at any time or only after an offer of employment has been made.

	
Current or most recent employer
Name:
	
2nd reference
Name:



	Organisation name, address & telephone number:







Email:
	Organisation name, address & telephone number:







Email:

	
Relationship to you:
	
Relationship to you:

	
May we approach the referee for a reference at any time?     Yes/No
	
May we approach the referee for a reference at any time?     Yes/No













	7. Declaration
Please check all the answers you have given on this Application Form and carefully read this declaration before signing it. I understand that any offer of employment made by Connected Voice will be subject to satisfactory references being obtained.  The facts contained in this application for employment are, to the best of my knowledge, true and complete. I understand that any false statements may disqualify me from employment or render me liable to summary dismissal.
I consent to my personal data being used for the purpose of the recruitment process.

	Signature:

 
	Date:



8. General Data Protection Regulation

Connected Voice has included with the application pack the Employee Data Protection and Privacy Policy which sets out information in relation to the processing of employee and recruitment data.

The information you provide on the application form is strictly confidential.  It will only be seen by the interview panel and recruitment administrator.  However, if you are offered employment with us it will be placed in your personnel file to which only the Chief Executive, Office Manager, Chair and Vice Chair will have access.  If appointed the application form will be kept for the duration of your employment and for 9 months afterwards. If you are unsuccessful in your application for employment, your application form will be held for six months following your interview in the event there are any queries and will then be shredded.

As part of our assessment, we may have to carry out checks to verify the information provided by you.  We may obtain information about you from third parties (including referees) and disclose your personal data to certain third parties such as law enforcement bodies for this purpose.


9. Equality and diversity monitoring
Connected Voice is fully committed to the active promotion of equal opportunities, both in the provision of services and in its capacity as an employer.  With this in mind, we monitor our recruitment and selection procedure in order to ensure that our equality and diversity policy is being properly operated and that no discrimination is taking place.  We would be grateful if you would help us in this process by completing the details below and returning the sheet with your application form.  However, if you choose not to answer the questions your application will not be affected.

General Data Protection Regulation
This form will be detached from your application form and will not be used as part of the recruitment process.  In line with General Data Protection Regulation it will be stored confidentially for the purpose of monitoring the recruitment.  We use this data to understand the equality and diversity of our workforce and it allows us to rebalance our workforce if we believe we do not have the correct diversity. The data will be kept for the duration of employment and for 9 months afterwards.  For candidates who are not appointed the data will be shredded within 6 months of the closing date. Thank you for your assistance.  

Please tick as applicable      
	
How would you describe your gender?
	
What is your sexual orientation?

	Female 
	
	Heterosexual
	

	Male
	
	Lesbian
	

	In another way (please describe)

	Gay
	

	
	Bisexual
	

	
	Prefer not to say
	

	How old are you?  
	In another way (please describe)



	
Please indicate which one of the following ethnic origin categories best describes you

	White
	
	Mixed
	

	British
	
	White and Black Caribbean
	

	Irish
	
	White and Black African
	

	
	
	White and Asian
	

	Any other White background please describe:



	Any other Mixed background please describe:

	Asian or Asian British
	
	Black or Black British
	

	Indian
	
	Caribbean
	

	Pakistani
	
	African
	

	Bangladeshi
	
	
	

	Any other Asian background please describe:


	Any other Black background please describe:

	Chinese
	
	

	
Any other ethnic group please describe:
	



	Do you consider yourself to have
a disability?
	Yes/No

	
How/where did you hear of this vacancy?
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