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IN CONFIDENCE 

PLEASE COMPLETE ALL SECTIONS
CV 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.  The information provided within your application form will be processed in accordance with the Data Protection Act and GDPR regulations.   

To apply for this post, please fill out this job application form and equal opportunities monitoring form, and return to mike@underoneroof.scot by noon on Monday, January 9th, 2023. Applications received after noon on the 9th will not be considered. If you have any questions about the position, please contact Mike Heffron at mike@underoneroof.scot. 

Post applied for: Communications and Engagement Officer
Closing date for receipt of applications is noon on Monday, January 9, 2023
Applications received after this time will not be considered

Personal Information
	
Role you are applying for: Communications and Engagement Officer


Title: 		Surname:				First Name:

Address for Correspondence:



Postcode:


Mobile Number:


E-mail Address:





Assistance for people with disabilities
	We are committed to being an Equal Opportunities Employer and do not discriminate in any way.  If you consider yourself to have a disability, are there any arrangements that we can make to assist/adapt, for you, if you are called to interview? Please give details below.





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 who was your supervisor. 

Referees will not be approached prior to a conditional offer being accepted. 

	
Name:

Job title:

Company:

Address:



Postcode:

Email:

Tel No:

Relationship to referee (supervisor, etc):

	
Name:

Job title:

Company:

Address:



Postcode:

Email:

Tel No:

Relationship to referee:





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 UK. All applicants offered conditional employment will be required to provide evidence that they are entitled to live and work in the UK. 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 UK?    YES/NO (please delete as appropriate)

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:						  Printed name is acceptable


Date: 					



Education experience (if applicable)
	University or further education establishment
	Course(s) and
subjects studied
	Degrees, diplomas, certificates obtained

	













	






	







Training courses
(Please give details of any relevant short courses or training undertaken)
	Course(s) Undertaken
	Provider(s)

	

	









IT Skills (please detail your experience)
	






Present or most recent employment
	Name and address of
employer
	Date fom:
	
	Date to:
	

	
	Position Held:

	

	
	Salary and other benefits/payments

	

	
	Notice required:

	

	
	Reason for leaving or wanting to leave:

	

	Please describe main duties of the role:







Employment History (list in order with most recent post first)        
	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.


Experience, skills and knowledge
Under One Roof wishes to compare your experience, skills and knowledge with the role’s essential and desired personal specifications. Please fill out the boxes on the right-hand side to show how you satisfy each of the personal specifications. Examples do not have to be from paid work; it can be from other experience. 

The selection panel will not consider candidates who do not meet the personal specifications marked (ESSENTIAL), so please provide an answer in each section, with demonstrable evidence of how you fulfil this requirement.

If you do not partially or fully meet a personal specification marked (DESIRABLE), you may leave this section blank.

	PERSON SPECIFICATION
	EXPERIENCE, SKILLS, KNOWLEDGE

	1. Educational qualification or experience related to the role’s responsibilities (see above for list of responsibilities)
(ESSENTIAL)

	

	2. Excellent grammar and written communications skills
 (ESSENTIAL)
	


	3. Experience creating content for multiple platforms to communicate messages, grow digital reach, and monitor effectiveness 
(ESSENTIAL)

	

	4. Experience using Canva or a similar programme to create visual art to accompany written communications
(ESSENTIAL)

	

	5. Experience of creating project plans, overseeing implementation, and monitoring effectiveness#
(ESSENTIAL)
	

	6. Commitment to taking on tasks outside the traditional communications job remit to support the organisation
(ESSENTIAL)
	

	7. Ability to work independently, collaborate with others, and take initiative 
(ESSENTIAL)
	

	8. Commitment to promoting the aims of the organisation
(ESSENTIAL)


	

	1. Knowledge of repair and management issues affecting tenement flat owners in Scotland
(DESIRABLE)
	

	2. Experience creating and editing video content

(DESIRABLE)

	

	3. Experience in operating and leading webinars/online meetings
(DESIRABLE)
	




Additional Information
	Please provide a short statement explaining why you are applying for this role (maximum 500 words). 
























Relationship to Staff and Trustees Members
	If you are related to any employee or trustee of Under One Roof, or anyone who has been employed as a staff member or trustee in the last 12 months, please provide details: 








Confirmation of Qualifications
If offered a conditional offer of employment, you will be required to produce certificate(s) of all qualifications referred to in this application, as well as proof that you are able to be employed in the UK. This extends to membership of professional bodies.

Hours

Are you seeking part-time (21-34hrs) or full-time (35 hours) employment?  _________________________

Advertisement Source

Where did you see this post advertised?  ___________________________________
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