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 PART A   Please type.
1.  Present/most recent employment (including voluntary work and internships)
	Name and address of employer
	Job title
	

	
	Full time
	       Yes (              No (

	
	Part time (hours per week)
	

	
	Salary
	

	
	Date appointed
	

	
	Notice period
	

	
	Date of leaving (if applicable)
	


	Main duties and responsibilities

	


	Reason for leaving/wishing to leave

	


2. Previous employment (including voluntary work and internships)
Previous employment must be listed in chronological order.  You need only list employment positions that are relevant to the employee specification. 

	Date 

From
	Date 

To
	Name and address of employer
	Job title
	Main duties and responsibilities
	Reason for leaving

	
	
	
	
	
	


3.  Education

Starting with the most recent, please list relevant qualifications relevant to the specification.  Please also mark, where applicable, the grade awarded for any qualification. 

	Qualification                                                                                                                         
	Grade

	

	


4.  Referees

Referees are not used during the selection procedure.  If appointed the Centre will contact two referees to obtain written references.  Confirmation of your appointment will depend upon these references being satisfactory.  One of your referees must be your present or most recent employer (if applicable).

	Name:
	Name:

	Address:


	Address:

	Telephone number:
	Telephone number:

	Capacity in which you know the above:


	Capacity in which you know the above:


5.  Personal statement

Please give details about how you consider your experience, skills and knowledge to be relevant to the ‘Essential’ and ‘Desirable’ criteria categories below. These skills may have been gained in your current or previous employment, education, training, voluntary, community or leisure interests.
Essential

· Strong communication skills 

· Excellent administrative, listening, grammar, numeracy and presentation skills

· Ability to develop and manage relationships with colleagues and stakeholders

· Ability to manage a busy and diverse workload, working to tight deadlines

· Ability to deal with accounts and budgets, order stock and prepare invoices 

· Good record keeping skills 

· Ability to organise meetings and room hire

· High overall standard of computer literacy, and advanced knowledge of Microsoft Office, including Word, PowerPoint and Excel

· Ability to keep certain matters confidential

· An understanding and commitment to equality and diversity

Desirable

· Experience of interacting with senior external stakeholders
· An understanding of promotional, marketing and media work

· Experience in event management

· Experience in website development using Word Press 

· Knowledge of arbitration and dispute resolution methods

· An understand of the Scottish legal system

· Knowledge of the school closure system in Scotland

· Ability to speak foreign languages

· An understanding of international relations

	


6.  Personal statement (continued) 



8
PART B – Personal information
All information provided in part B will be separated from Part A of your application and will not be used during the short-listing for interview process.  

1.  Personal Details 

	Title (Mr/Mrs/Miss/Ms etc):
	First name:

	Surname:
	Previous name (if applicable):

	Date of Birth:
	

	Address:

Postcode:


	Home telephone number:


	
	Mobile telephone number:


	
	Work telephone number:


	
	Email Address:




2.  Criminal offences 

Have you ever been convicted of a criminal offence?  (subject to The Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Order 2003)

( Yes


( No  

If your answer to the above was YES please give details (offence, judgement, date)


3.  Eligibility to work in the UK
If you are the successful applicant you will be required to provide evidence of your entitlement to work in the United Kingdom.
4.  Declaration

I declare that all information contained in parts A and B of this application is true and correct to the best of my knowledge.  I understand that false information may result in subsequent dismissal without notice or withdrawal of any offer of appointment.  I understand that the Centre will require to process the information which I have given in this application form, for the purpose of determining my suitability, in terms of the Data Protection Act 1998.  Some of this information may be deemed “sensitive” such as information given in relation to my health and details of any criminal convictions.  Notwithstanding, I hereby consent to the Centre processing my information as it considers necessary for determining this application.  Please type in box.
Signature 






Date


This form should be emailed as a Word document to paula@scottisharbitrationcentre.org by close on 12 January 2016.





















Scottish Arbitration Centre               Telephone:  0131 226 4686              Email: paula@scottisharbitrationcentre.org                                                                         


