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No:……………*

Please complete this form in black ink or type.

APPLICATION FOR THE POST OF 

SERVICE DELIVERY OFFICER 

(Part-Time, 17.5 hours)
TO BE RETURNED BY: 5 PM ON WEDNESDAY 1 SEPTEMBER 2010
Please say where you saw this vacancy:…………………………………..

	SECTION 1


Please use BLOCK CAPITALS.

	NAME:

……………………………………………………………….

ADDRESS:

……………………………………………………………….

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

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


TELEPHONE NO.

HOME:

………………………………………………………………..

WORK:

………………………………………………………………..

E-MAIL:                   ………………………………………………………………..




*Office to complete






Confidential Page

	SECTION 2







EQUAL OPPORTUNITIES

PLEASE NOTE:
ALL INFORMATION YOU WISH TO PROVIDE ON THIS PAGE IS CONFIDENTIAL, USED ONLY FOR STATISTICAL PURPOSES AND IS NOT SEEN BY INTERVIEWERS.  

The Association accepts its responsibilities to reflect the communities in which it works.

We are therefore committed to a policy of Equal Opportunities and applications are welcome regardless of sex, marital status, sexual orientation, age, class, disability, ethnic origin, colour or religious belief.

In recruiting staff we acknowledge that previous work experience, involvement in voluntary organisations and other relevant personal skills are of as much value as formal qualifications.

The Association encourages applications from disabled people and disabled applicants may telephone the Association’s office to discuss access arrangements and the level of physical ability necessary for this job before applying.

ISHA operates a childcare vouchers system.

	Do you regard yourself as disabled:


YES  
(      NO  (
Are you 
MALE  (
FEMALE  (
ARE YOU 60 OR OVER? 

YES  
(        NO  (
If over 60 please state date of birth: ________________________________

The Association will not discriminate on grounds of age.  We reserve the right to request a medical examination, at our expense.  The retirement age is normally 65.

Would you classify yourself as (please tick one box):

White: British



(
Asian/Asian British: Indian

(
White: Irish



(
Asian/Asian British: Pakistani    
(
White: other



(
Asian/Asian British: Bangladeshi
(
Mixed: white and black Caribbean (
Asian/Asian British: other

(
Mixed: white and black African
(
Black/black British: Caribbean
( 

Mixed: white and Asian

(
Black/black British: African

(              

Mixed: other



(
Black/black British: other

(
Chinese



(
Other:




(
I do not fit any of these and would describe myself as: ……………………………
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No: ……….*

	SECTION 3


PREVIOUS EMPLOYMENT

Please list your last three employers, the most recent first.

1. EMPLOYER:_____________________________________________________

ADDRESS:_______________________________________________________

___________________________________JOB TITLE:___________________

FROM:___________TO:____________SALARY: £_______________________

MAIN TASKS: ____________________________________________________

________________________________________________________________

________________________________________________________________

REASON FOR  LEAVING:_____________________________________________________

2. EMPLOYER:_____________________________________________________

ADDRESS:_______________________________________________________

___________________________________JOB TITLE:___________________

FROM:___________TO: ____________ SALARY: £______________________

MAIN TASKS:____________________________________________________

________________________________________________________________

________________________________________________________________

REASON FOR LEAVING:_____________________________________________________

3. EMPLOYER:_____________________________________________________

ADDRESS:_______________________________________________________

___________________________________JOB TITLE:___________________

FROM:___________TO: ____________ SALARY: £______________________

MAIN TASKS: ____________________________________________________

________________________________________________________________

________________________________________________________________

REASON FOR LEAVING:_____________________________________________________

* Office to complete

	SECTION 4


     HOW WELL DO YOU THINK YOU COULD DO THIS JOB?

	Please re–read the person specification carefully, and then indicate briefly which job tasks you feel best qualified to carry out based on work experience, involvement in voluntary organisations and assessment of your personal skills.  We would also like you to highlight any areas you have had no direct experience of, but which you feel you could, with training, carry out.

Please continue on a separate sheet if necessary.


	SECTION 5


OUTSIDE WORKING HOURS

	Please mention any hobbies, outside interests or voluntary work, relevant to this application.




	SECTION 6


HEALTH 
	· How many days of sickness absence have you taken in the last 12

Months? 

              ____________________________    

· Have you had any serious illness in the last 2 years?

    YES  (


NO  (
IF YES, please give details (in confidence): 


	SECTION 7


EDUCATION

Please give details of qualifications obtained, and/or examinations passed.

Secondary school: ___________________________________________________________________

Examinations passed: 

	Subject:
	Grade:

	
	


Further or higher education (name of college): ______________________________

	Examinations 

Passed
	Date:
	Professional qualifications

Or training undertaken:
	Date:

	
	
	
	


	SECTION  8


OTHER DETAILS

	· Do you hold a current car driver’s licence?

YES  
(      NO  (
· Do you have access to a vehicle?                                YES    (      NO  (
(NB.
This question may not be relevant to the post you are applying for.  Please



 refer to the Person specification).

· If appointed, when would you be able to start?_______________________________






((((((((((((
Please include names and addresses of two referees.  Both referees should be previous employers and one of them should be your present or most recent employer.  Referees should not be relatives or anybody living at your address.

· First Referee
Person to contact at your present / most recent employer:

Name and position:__________________________________________________

Organisation’s name and address:_______________________________________

_________________________________________________________________

_____________________________________Telephone No:________________

· Second Referee – previous employer

Name and position: _________________________________________________

Organisation’s name and address: ______________________________________

_________________________________________________________________

Telephone No: ________________ Home _________​​___ Work

NOTE:  We will not contact your present employer unless and until we have decided to offer you the job. 


	SECTION 9


Are you related to any ISHA Board Member or employee? If yes, please give details:

_____________________________________________________________________

_____________________________________________________________________

DECLARATION

Consent notice and fair processing of information for application forms

Notice given in accordance with the Data Protection Act 1998:

By signing and returning this application form, you consent to Islington and Shoreditch HA:

· Obtaining, keeping, using and producing information relating to your application for a job with the organisation for one year in order to consider whether to offer you any position, the terms on which to make such an offer, to answer any reasonable queries about the application and to monitor the recruitment process.

· Keeping for one year and processing information including details about disability and ethnic origin in order to enable ISHA to monitor equal opportunities and establish whether ISHA is attracting applicants representative of the population mix in the local community; also to enable ISHA to consider whether you require any reasonable adjustments to be made during the application process or, if offered a job, to assist in the performance of your duties. 

                         
Under the Act, the person or organisation that decides how information about individuals is used is known as the data controller. In our case, ISHA is the data controller. The Resource Manager is responsible for ensuring that we comply with our obligations under the Act.

I certify that the details I have given are correct.  I understand that canvassing Board Members or Staff in connection with this post would disqualify me and that if appointed this form will be part of my job contract.  All applications need to be signed to be valid.

SIGNED: ​​​​​​​​​​​​​​​​​________________________________  
DATE: _____________________

PLEASE NOTE THAT WE ARE A NON-SMOKING OFFICE
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