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Confidential

APPLICATION FORM   





	APPLICATION FOR THE POST OF:   Business Support Manager 
CLOSING DATE FOR APPLICATIONS:  midnight Sunday 1st September 2019


	Notes:  Complete in black pen or typescript for copying purposes

                  Please answer all questions

                  Do not attach a CV as it will not be considered


Personal details

	Surname 


	First name

	Address

Postcode


	Daytime (
	Evening (

	Mobile (

	E mail address


Education – Secondary and Higher Levels (most recent first)
	School/College/University attended
	Qualifications (State levels / grades achieved)

	
	

	
	

	
	

	
	

	
	


Please continue on a separate sheet if necessary

Training and development

	Please include details of any training (e.g. courses, seminars) and development (special projects, personal development courses) relevant to your application

	

	

	

	


Membership of professional bodies

	Name of institute/professional body
	Current level of membership
	Membership Number

	
	
	

	
	
	

	
	
	

	
	
	


Present or most recent employment

	Employer (organisation name and address)



	Role held


	Please give a brief outline of the duties and responsibilities of this role



	Length of service


	Full time (               Part time (







	Are you still employed?  Yes (           No (                 

If yes, amount of notice required         -------------------------------------------------------------------                

If no, the date employment ended and reason for leaving      -----------------------------------------

-------------------------------------------------------------------------------------------------------------------



Previous employment (please list in chronological order beginning with the more recent, and please explain any gaps in employment)
	Employer’s name and address 
	Position
	Full / Part time
	Dates

from/to
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please continue on a separate sheet if necessary

Relevant experience, knowledge, skills and personal qualities 
Under the headings below please state how your experience, knowledge, skills and personal qualities enable you to fulfil the requirements of the post. Please ensure you address all the criteria in the person specification. Please support your statements with examples. 
Maximum of 2 sides of A4
	EXPERIENCE 

· Experience of either working or volunteering for a registered charity (E)

· Experience of developing relationships with senior positions in business (E)

· Experience of project management (E)

· Experience of working with the media and PR (D) 
· Experience of working with budgets and pre-determined targets (E)
· Experience of charity fundraising (E)
· Experience of managing staff and/or volunteers (E) 

· Experience of organising and implementing events (D)
· Experience of digital media, including websites, Facebook and Twitter (D)
KNOWLEDGE

· Educated to degree level (D)

· HND level (or equivalent) in marketing or business (D)

· Literate and numerate (E)

SKILLS

· Ability to engage people and project a positive image of the Trust and its work (E)
· Ability to communicate with a wide range of people (E)

· Ability to motivate and enthuse others (E)
· Ability to work creatively within an orderly framework (E)

· Ability to work alone, unsupervised whilst still understanding the needs of a team (E)

· Ability to produce and operate clear systems of information and track progress against planned targets (E)

· Ability to effectively use Microsoft Office applications (E)

· Ability to cope with competing demands and manage a fluctuating and variable workload (E)

PERSONAL QUALITIES

· Initiative (E)

· Self-disciplined, self-motivated and self-confident (E)

· Attention to detail (E)

· Enthusiastic, dynamic and a lateral thinker (E)

· Tact, diplomacy, integrity and sense of humour (E)

· Clear thinking, concise and articulate (E)

· Receptive to the Trust’s vision, aims and objectives (E)

· Interest in wildlife and nature conservation (D)

(E) = essential 
(D) = desirable




Health and Disability
	Will you require any reasonable adjustments to be made if you are shortlisted and invited to interview?

Yes (       No (     If yes, please describe:
-------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------



Other Information
	Please give details of voluntary activities, interests, Public duties undertaken, etc.
-------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------



	Do you have a full, clean driving licence?
                                              Yes (      No ( 
(this is essential for the role)


	Do you have access to a car for use during working hours?      

   Yes (      No (



	Eligibility to work in the UK

Do you have the legal right to live and work in the UK?  

   Yes (      No (
Is this subject to having a work permit?                                           Yes (      No (
Applications in first instance will be accepted only from those eligible.   (You will need to produce photographic identification and proof of the above if you are called to interview.)


	Criminal record

Have you ever been convicted of a criminal offence?  

   Yes (      No (
Please give details of any unspent criminal offences in accordance with the Rehabilitation of Offenders Act (Exceptions) Order 1975 and/or (Northern Ireland) 1979.
-------------------------------------------------------------------------------------------------------------------



If offered this post, will you continue to work in any other capacity    Yes (      No (
(This information enables us to monitor your weekly working time.)

Referees

Give details of two people, not related to you, who may be approached as to your suitability for the post, one of whom should be your present/most recent employer; the second should be someone who is able to comment on your work abilities. (We shall normally only approach referees once you have been offered and accepted the role unless you give express permission for us to request references beforehand.)  All job offers are dependent upon references satisfactory to the organisation.
	Referee 1

	Name

	Address

-------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------


	Daytime (
	Evening (

	Mobile (

	E mail address

	Relationship to applicant (if appropriate)

	Please tick box if you prefer that we do not contact this referee prior to interview  (


	Referee 2

	Name

	Address

-------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------


	Daytime (
	Evening (

	Mobile (

	E mail address

	Relationship to applicant

	Please tick box if you prefer that we do not contact this referee prior to interview  (


Equal Opportunities
All job applicants will be treated fairly.  Selection for employment, promotion and training will be on the basis of aptitude and ability.  
Data Protection
Personal data supplied by you will be used only for the purposes of this application. However, if you are offered and accept the role, the Application Form will form part of your personnel file. 
Privacy Statement

To find out how we use and protect your personal data, please read our Privacy Policy www.cornwallwildlifetrust.org.uk/privacy-policy-and-tc or telephone 01872 273939
Declaration by applicant
You are required to answer all questions openly and honestly. Failure to do so will jeopardise your application. If we employ you and later discover that you have failed to answer questions openly and honestly and/or have misled us in any way we will not be able to continue to employ you. Trust and integrity are important values for us.
I confirm that I have completed the form myself, and that the information provided is true and accurate.
I accept that if any of the enclosed information is found to be untrue after my appointment, I may be liable for dismissal without notice. 

And:

I hereby authorise Cornwall Wildlife Trust to take up references from my present employer, my previous employer(s), or the people that I have submitted as personal referees before or after interview as indicated above. In addition, I hereby authorise Cornwall Wildlife Trust to take up other reference checks as deemed appropriate (eg CRB reference).
I hereby give my consent to the Cornwall Wildlife Trust processing and retaining the data supplied in this application form for an appropriate period of time for the purpose of recruitment, selection and employment.

Signed     ………………………………………..                      Dated  ………………………

(Print name)  ……………………………………………………………………………………
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