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Leicestershire and Rutland Community Foundation

APPLICATION FORM

	VACANCY DETAILS 

	Post Title:
	Timetable:

	Funds Co-ordinator
	Closing date for applications: 31st May 2013 at 5pm
Interviews for short-listed applicants  w/b June 3rd


Please note:



1. Please read the Job Description/Person Specification before completing this form. 
2. Please complete the form in dark ink, or type. Additional sheets may be securely attached. Please note that C.V.s will not be accepted.
3. Applications received after the closing date cannot be considered. We aim to inform all short-listed applicants w/b June 3rd, and also to interview w/b June 3rd. If you have not heard from us by then please assume your application has been unsuccessful. We are a small charity and are unable to contact everyone personally. 
	PERSONAL DETAILS

	Title:  e.g. Mr/Mrs/Ms/Miss:
	Address: 

	First Name(s):
	

	Second Name/Family Name:

	Post Code:


	TELEPHONE NUMBERS, INCLUDING AREA (STD) CODE

	Daytime:
	Evenings/Weekend:


	CURRENT EMPLOYER OR LAST EMPLOYER

	Job Title:

	Responsible to:
	Date Appointed:

	Employer’s Name:
	Present/Final Salary:

	Employer’s Address:
	Other Benefits:

	
	

	Post Code:
	Notice Required or Date Left:

	Description of your work and duties with current or last employer:

	Reason for applying for and your interest in this role; and, briefly, what skills you could bring.



	QUALIFICATIONS

	Qualification Obtained:
	Grade
	Date Achieved
	School/College/University

	(Please be prepared to provide evidence at interview)
	
	
	


	RELEVANT NON-QUALIFICATION COURSES ATTENDED 

	Organising Body
	Brief Details of Course
	Duration

	
	
	From
	To

	
	
	
	


	EMPLOYMENT HISTORY – Please list current or more recent post first

	Employer 
	Post Title
	Salary
	Dates Employed 
	Reason for Leaving 

	
	
	
	From 

MM/YY
	To 

MM/YY
	

	
	
	
	
	
	
	
	


Please continue on a separate sheet if required – this should be attached securely.

	Please show us in this section how you meet the Person Specification (included at the end of the Job Description). We would like you to briefly describe how work that you have done before has helped you develop the skills needed for this post. Give us clear examples of when and how you have used these skills.  Do include both paid and voluntary work.  

	Strong and personable communication skills: able to engage with a wide range of people and represent the Foundation positively


	

	Ability and confidence in IT and administration, including databases, spreadsheets and document management


	

	Ability to manage time and tasks


	

	Ability to remain “on message”, manage expectations and refer people to other relevant groups


	

	Attention to detail combined with ability to work quickly in a busy team 


	

	An interest in voluntary and charitable groups and the challenges they face


	

	Ability to work effectively with people from a range of ethnic, social, gender, age, religious, disability and sexual orientation backgrounds

	

	Ability to take useable photographs/use a basic camera

	

	Ability to drive, across Leicestershire and Rutland 

	


 Please continue on a separate sheet if required – this should be attached securely.

	Have you been convicted of a criminal offence (other than motoring offences and spent convictions)?

Yes

No





	REFEREES: Please give details of two people who are prepared to act as referees for you.  One of these should be your present or last employer. References will only be taken up for applicants selected for interview. You should ensure referees can respond promptly.

	Name:
	Name:

	Position Held by Referee:
	Position Held by Referee:

	Organisation:
	Organisation:

	Address:
	Address:

	
	

	Telephone:
	Telephone:

	May we contact prior to interview?
	May we contact prior to interview?


	I confirm the details in this form are correct:

Signature:







Date:




	Return to:



APPLICATION

PRIVATE & CONFIDENTIAL 
Leicestershire and Rutland Community Foundation 
3 Wycliffe St
Leicester LE1 5LR
Or email to Hannah.stevens@llrcommunityfoundation.org.uk

Returned applications should reach us by no later than 5pm on Friday 31st May
LATE APPLICATIONS WILL NOT NORMALLY BE CONSIDERED



















If ‘YES’, please give details in a sealed envelope marked with your name and the title of the post you are applying for. 
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