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	APPLICATION FOR EMPLOYMENT

	IN CONFIDENCE


PLEASE COMPLETE ALL SECTIONS

CV’S 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 1998.  If you are appointed, it will form the basis of your personal record for the Association. 
Please note that the first two pages will not be shown to the shortlisting panel.

	Post Applied for
	Housing Officer 

	Closing Date
	5pm, 26 August 2022

	Applications received after this time will NOT  be considered


	PERSONAL INFORMATION

	Surname :
	
	First Name:
	

	Address:
	

	
	
	Postcode:
	

	Daytime Telephone:
	
	Mobile:
	

	Email:
	
	
	


	DISABILITY

	We are committed to the employment and career development of disabled people. To demonstrate our commitment, we guarantee an interview to anyone with a disability whose application meets the minimum essential criteria for the post at the shortlisting stage.  The Disability Discrimination Act, 1995 defines a disabled person as someone who has a physical or mental impairment, which has a substantial and adverse long-term effect on his or her ability to carry out normal day-to-day activities.



	
	Tick this box if you consider yourself disabled as defined by the Disability Discrimination Act 1995.  False

	declarations will subsequently invalidate any contract of employment.  

	If you are a disabled person and are invited to interview, please let us know if any special arrangements would be necessary for you to reach the offices and we will accommodate them if we can reasonably do so. 




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.
Dalmuir Park Housing Association does not accept references from family members.



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

	Name:
	
	Name:
	

	Job Title:
	
	Job Title:
	

	Company:
	
	Company:
	

	Address:
	
	Address:
	

	
	
	
	

	
	
	
	

	
	
	
	

	Postcode:
	
	Postcode:
	

	Email:
	
	Email:
	

	Telephone:
	
	Telephone:
	


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 EU. All applicants selected for interview will be required to provide evidence that they are entitled to live and work in the EU. 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 EU? 

	YES
	
	NO
	


	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:
	
	Date:
	


	Post Applied For:
	Housing Officer – Full Time


	Secondary Education (please list subjects passed)

	Standard/’O’Grade

or equivalent
	Grade
	Higher Grade

or Equivalent
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Further Education

	University or Further Education Establishment
	Course(s) &

Subjects Studied
	Degrees, Diplomas, Certificates Obtained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Professional Qualifications

	Name of Awarding Body
	Qualifications Obtained, Membership of Professional Institution etc
	Date

	
	
	

	
	
	

	
	
	

	
	
	


	

	Training Courses
(Please give details fo any relevant short courses or training undertaken)

	Course(s)
	Provider(s)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	IT & Systems Skills
(please detail your experience)

	


	Driving License


	Do you possess a full current driving licence?
	Yes
	
	No
	


	Do you have access to a car for work purposes?
	Yes
	
	No
	


	Are you insured for Business purposes?
	Yes
	
	No
	


	


	Current or Most Recent Post

	Name of Employer:
	
	Position Held:
	

	Address of Employer:
	
	From:
	
	To:
	

	
	

	
	

	Postcode:
	

	Current Salary and Benefits:
	

	Notice Required:
	

	Reason for Leaving:
	

	Nature of Post (Please describe your main duties)

	

	

	Employment History  List in date  order with most recent first. You must include your reason for leaving.

	Name & Address of Previous Employers
	Dates

From & To
	Position Held & Main Duties


	Salary
	Reason for leaving


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	

	

	PERSON SPECIFICATION 

	We want to compare your experience, skills and knowledge with the requirements of our vacancy. You should therefore give examples on the table below how you meet the criteria. This does not have to be from paid work, but can be from other experience. The selection panel will consider candidates who do not meet all the requirements, therefore please complete all sections as appropriate.

	SKILLS, KNOWLEDGE & EXPERIENCE    (E= essential D = desirable)  

	EDUCATION & QUALIFICATIONS

	Educational qualifications at higher education level in a relevant subject(s) or equivalent will be essential (solid work experience operating in posts at or around this level can compensate for the lack of formal qualifications).

	E
	

	Professional qualification in housing or related discipline.

	D
	

	Educated to degree leve in a relevant area of study.

	D
	

	Charted Institute of Housing Membership, Certified or above.

	D
	

	SKILLS & ABILITIES

	Excellent verbal and written communication skills.
	E
	

	Customer centred approach, flexible, confident and assertive manner.
	E
	

	Excellent computer literacy and numeracy skills.
	E
	

	Ability to meet demanding personal and team deadlines.
	E
	

	Ability to form effective working relationships with internal and external customers. 


	E
	

	Ability to analyse and diagnose problems and implement effective solutions.
	E
	

	Commitment to cross organisational team working.
	E
	

	Experience of using MRI IT systems
	D
	

	EXPERIENCE

	Experience working in a housing role or similar, actively working for customers who have complex needs.

	E
	

	Use of IT systems and packages including Microsoft Office.

	E
	

	Effective use of Housing Management IT systems or software. 

	E
	

	Experience of working with the public.
	E
	

	Working with national and local housing policy and strategy.


	D
	

	SPECIALIST KNOWLEDGE

	Can demonstrate making positive improvement to housing standards and communities.

	E
	

	Can demonstrate good knowledge of housing policy and an active role in implementing best practice.

	E
	

	Knowledge of core social housing management tasks, including estate management, income management, allocations and anti-social behaviour.


	E
	

	Knowledge of current issues surrounding social housing and how these affect our customers. 


	E
	

	Knowledge of social landlord policies and practices related to social housing tenancy allocation and related issues.


	E
	

	Knowledge of homeless protocols and issues. 


	E
	

	Knowledge of support services including social care, health care and supporting people issues. 


	E
	

	Can demonstrate having worked directly with tenants’ groups.
	D
	

	Knowledge of current issues and legislation affecting the housing movement. 


	D
	

	Knowledge of Scottish Social Housing Charter.


	D
	

	PERSONAL ATTRIBUTES

	Solutions focused.
	E
	

	Self-motivated.
	E
	

	Enthusiastic and flexible.
	E
	

	Maintain confidentiality at all times.
	E
	

	OTHER

	Clear and clean PVG Scheme
	E
	

	Flexibility to work out with office hours e.g. for evening visits to tenants, attend meetings etc.

	E
	

	Full driving license and access to own transport for business purposes. 

	D
	


	ADDITIONAL INFORMATION 

	Please provide any relevant information not covered elsewhere on this form which may include other activities, skills or experiences (e.g. voluntary work, major achievements, personal projects, etc.) and indicate how this will enable you to contribute further to this post.  

	

	Relationship to Staff Members

	If you are related to any employee of Housing Association or anyone who has been employed as a staff member or has been engaged as a supplier, consultant or contractor in the last 12 months, please provide details below:

	

	

	Relationship to Committee Members

	If you are related to a Committee member of Housing Association or anyone who has been a Committee member in the last 12 months, please provide details below:

	

	

	Rehabilitation of Offenders Act 1974

	The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become spent or ignored, after a ‘rehabilitation period’.   Excepted posts are those to which the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 applies.  You may be entitled to withhold information about convictions that are ‘spent’ under the provision of the act.  In the event of employment, any failure to disclose could result in dismissal or disciplinary action by your employer.  If selected for interview you will be required to complete a criminal convictions declaration form that will only be reviewed if an offer of employment is being made.



	Canvassing

	Canvassing directly or indirectly in connection with the appointment shall disqualify your application. If discovered after appointment you will be liable to dismissal.


	Confirmation of Qualifications

	If selected for interview you will be required to bring with you the original certificate(s) of all qualifications referred to in this application. This extends to membership of professional bodies.


When completed this form can be returned by e-mail to: recruitment@dpha.org.uk 
Or by post marked Private and Confidential to:

Dalmuir Park Housing Association

Beardmore House

631 Dumbarton Road

Dalmuir 

Clydebank

G81 4EU

(Please affix the required postage for weight/size of envelope if returning by post)

If returning the application form by e-mail please note that there is no need to also post a hard copy.  If shortlisted you will be asked to sign your application form at interview.

Please note that the closing date/time for receipt of applications is 26 August 2022, at 5pm.
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