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APPLICATION FOR EMPLOYMENT

PLEASE COMPLETE ALLSECTIONS
CVs will not be accepted.

The information that you supply in this application form will enable the interview panel to decide whether to invite you to an interview.  Whilst all sections may not be relevant to you personally, you should complete the form as fully and as accurately as possible to enable your application to be given full consideration.  

Please note that the first two pages of this form will not be shown to the shortlisting panel. 

	Post Applied For: 

TENANT ENGAGEMENT & COMMUNICATION OFFICER 


	Closing Date for Applications: 

THURSDAY 28th JANUARY 2021 at 5pm

(Interviews will be held on Thursday 18th February 2021)

Applications received after this time will NOT be considered


	Are you available on the proposed interview date     
	YES / NO (please delete as appropriate)




PERSONAL DETAILS
	Full Name: 

	Private Telephone No:

	Address:




Postcode:
	Daytime Telephone No. (on which messages can be left




	
Email Address:
	
Mobile Tel No:



EQUALITY ACT 2010
	We are committed to being an Equal Opportunities Employer.  If you have a disability as defined in the Equality Act 2010, are there any arrangements that would assist you in attending an interview? Please provide details below.

………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………..






REFEREES
Please give the names, addresses, telephone numbers and email addresses (where possible) 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.  We do not accept references from family members. References will only be taken up following an offer of employment.

	Reference 1
	Reference 2

	Name: 
	Name:


	Job Title:

	Job Title:


	Company:

	Company:


	Address:


	Address:


	Postcode:
	Postcode:

	Tel. No:
	Tel. No:


	Email Address:
	Email Address:



ASYLUM & IMMIGRATION 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)



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.

CANVASSING
Canvassing directly or indirectly in connection with the appointment shall disqualify your application. If discovered after appointment you will be liable to dismissal.

DATA PROTECTION
Information from this application will be processed for purposes permitted under the General Data Protection Regulations. Individuals have, on written request, the right to access their personal data held on them.
Information about how your data is used, and the basis for processing your data is provided in the Associations Fair Processing Notice.
DECLARATION
I have read this application form fully 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: ………………………………..
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	Post: TENANT ENGAGEMENT & COMMUNICATION OFFICER 

	Application No: …………………… 
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EDUCATION AND TRAINING 
Please list any relevant qualifications obtained.

Secondary Education (Please list subjects passed)
	
Subject
	
Grade Result

	
	










Further Education
	
University, College etc
	
Course(s) & Subjects Studied
	
Qualification(s) 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
	
Training provider(s)

	





	









	Do you hold a full and current driving licence?
	    YES / NO (please delete as appropriate)


	Do you own or have access to a car?                     

	YES / NO (please delete as appropriate)


	If Yes is it insured for business use?                      
	YES / NO (please delete as appropriate)




EMPLOYMENT

Present or Most Recent Employment
	
Name and Address of Employer:
	
Date From:                                Date To:

	
	
Position Held:


	
	
Type of Business:


	Notice Required (or date left):
	Salary:


	
Please give brief description of your duties, responsibilities and key achievements etc 


	Key Duties and Responsibilities
	Key Achievements


	







	











	
Please give your reasons for seeking new employment:


	













1



2

Employment History
Please give details of your previous paid or unpaid work starting with the most recent.  (Continue on separate sheet if necessary).

	
From
	
To
	
Name and Address of Previous Employer
	
Position Held / Main Duties
	
Reason for Leaving

	


	
	




	





	

	
	
	
	





	

	
	
	
	





	

	
	
	
	






	

	
	
	
	







	






COMPLIANCE WITH PERSON SPECIFICATION 
The Association wishes to compare your experience, skills and knowledge with its requirements. Please therefore refer to the attached person specification (APPENDIX 1) and state clearly how your skills, abilities and experience meet the requirements of the post. Please provide examples / evidence to support your statements. 

Please note that this does not have to be from paid work, but can be from other experience. The Selection Panel may consider candidates who do not meet all the requirements, therefore please complete all sections as appropriate.

PERSONAL STATEMENT IN SUPPORT OF APPLICATION
Please state why you feel this is the right post for you. In completing this section, it would useful to structure, at least part of, this statement around the 7 competencies which the Associations uses in its staff performance & development review process. These competencies are listed below. (Continue on separate sheet if necessary).

	1. Customer focus 

	2. Team working

	3. Communication
	4. Leadership 


	5. Making informed decisions; 
	6. Organisation and delivery 
	7. Adaptability

	

	





















RELATIONSHIP TO STAFF MEMBERS
	If you are related to any employee of Ochil View Housing Association or anyone who has been employed as a staff member or are aware of being of being related to someone who has been engaged as a supplier, consultant or contractor in the last 12 months, please provide details: 




Information on the above is available on request







RELATIONSHIP TO COMMITTEE MEMBERS
	If you are related to a Committee member of Ochil View Housing Association or anyone who has been a Committee member in the last 12 months, please provide details:





Information on the above is available on request



POTENTIAL CONFLICTS OF INTEREST
	
Do you have any business connection which has potential to represent a conflict of interest with the job you are applying for?

	
YES / NO (please delete as appropriate)
 

	
If yes, please provide brief details:






ADVERTISEMENT SOURCE
Where did you see this post advertised?  ……………………………………………………………..

COMPLETION AND RETURN
When completed this form can be returned by e-mail to: kate.oliver@ochilviewha.co.uk 

Or by post (Marked Private & Confidential) to: 

Kate Oliver, Corporate Services Administrator, 
Ochil View Housing Association Ltd, 
Ochil House, 
Marshill, 
Alloa 
FK10 1AB

(If returning the application form by e-mail please note that there is no need to also post a hard copy.  If shortlisted, you will be asked to sign your application form at interview.)

CLOSING DATE FOR APPLICATIONS

Please note that the closing date/time for receipt of applications is 

THURSDAY 28th JANUARY 2021 at 5pm


PLEASE COMPLETE APPENDIX 1 (see over page)



APPENDIX 1

PERSON SPECIFICATION: SELF ASSESSMENT

TENANT ENGAGEMENT & COMMUNICATION OFFICER

This person specification acts as selection criteria and gives an outline of the types of skills and characteristics required to carry out this post. Please provide examples of how you meet the criteria

Essential - without which candidate would be rejected	Desirable - will be used for differentiating between candidates

	Post
	Tenant Engagement & Communication Officer
	EVH Grade 7 (PA 22-25)
35 hours per week
	

	CRITERIA
	DETAILS
	ASSESSMENT
	METHOD OF EVALUATION

	
	
	ESSENTIAL
	DESIRABLE
	

	Education / Qualifications
	

	
	Holds Higher (or equivalent) passes, in English and Maths, an SVQ level 3 / 4 or the Diploma in Housing, Business Administration, or another relevant subject

	
	Yes
	Documents 

	Experience
	

	
	Previous experience within a Registered Social Landlord or a local authority

	Yes
	
	Application form/Interview 

	
	Experience in the provision of Tenant Engagement & Communication in relation to: - 

· Developing different tenant groups i.e. scrutiny panels, focus groups and Thematic Working Groups
· Developing innovative methods to increase and improve tenant engagement & Communication
· Lead in policy and procedure reviews in relation to tenant engagement
· Implementing a Tenant Engagement Strategy
· Analysing and reporting data gathered from tenant consultation
· Production of publications i.e. newsletters, handbooks and leaflets
· 
	Yes
	
	Application form/Interview

	
	Maintaining and developing tenant information on social media platforms and the website

	
	Yes
	Application form/Interview

	
	Competent user of Microsoft Office packages including Word and Excel 
	Yes
	
	Application form / Interview / Document

	
	Experience of SDM (the database used by the Association)
	
	Yes
	Application form/Interview

	Skills
	

	
	Organisational and communication skills in particular communicating effectively with service users with competing priorities and different abilities

	Yes
	
	Application form/Interview

	
	Ability to set up, monitor and maintain records 
	Yes
	
	Application form/Interview

	
	Ability to work under pressure and keep to tight deadlines

	Yes
	
	Application form/Interview

	
	Ability to work on own initiative as well as part of a team

	Yes
	
	Application form/Interview

	CRITERIA
	DETAILS
	ASSESSMENT
	METHOD OF EVALUATION

	
	
	ESSENTIAL
	DESIRABLE
	

	Knowledge
	

	
	Knowledge of housing legislation and current housing issues in relation to tenant engagement and scrutiny
	Yes
	
	Interview 

	
	Knowledge of the Social Housing Charter 
	Yes
	
	Application form/Interview

	
	Knowledge of producing written material that is clear to a range of reading abilities 
	Yes
	
	Application form/Interview




[bookmark: _GoBack]
	Personal Attributes
	

	
	Friendly, calm and assertive manner, able to act with enthusiasm to encourage engagement from our tenants

	Yes
	
	Application form/Interview

	
	Have a positive attitude to customer service and to provide good public image of the Association

	Yes
	
	Application form/Interview

	
	Commitment to continuous improvement
	Yes
	
	Application form/Interview

	
	Commitment to the Association’s values of open, transparent, responsive and trustworthy

	Yes
	
	Application form/Interview

	Other
	

	
	Ability to follow policies and procedures and adapt to changes in working practices

	Yes
	
	Application form/Interview









image1.png
[
\\

1

| o

HIL VIEW




image2.png
OCHIL VIEW

sing Association Litd. ——

|




