                                IN CONFIDENCE WHEN COMPLETED                    



Community Justice Scotland
Application for appointment as  Business Support Officer
Your form will be photocopied/scanned and then read by the panel.  It is therefore important that it is legible.  Please complete this form electronically, or if handwritten, in black ink.

	PART A:  PERSONAL INFORMATION

	Last Name:      

     
Title:      

     
First Name(s):  

     
(please underline the name you are known by)



	Home Address:     

     
     
     
Post Code:

     
Telephone number:       

     
Mobile:      

     
Tel/ No. Business

     
Email:   

     
Address for Correspondence (if different from above):

     
Post Code:

     
Telephone number:

     



PART A:  DECLARATION

By virtue of submitting this form, 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 relevant information, my application may be disqualified.  

I understand that all documentation associated with an appointment round will be held by Community Justice Scotland for two years following any announcement of this new appointment for the purposes of audit, diversity monitoring, and management information for appointment round monitoring and for the investigation of any complaint.  I understand that if my application is successful, it will be held for the duration of my appointment.  I agree that documentation generated during this appointment round may be accessed by a third party insofar as is necessary to ensure a fair appointment process.  
Under the terms of the Data Protection Act 1998, I agree that the information given in the personal information section of the application form may be processed to provide management information for appointment round monitoring purposes.  I understand that my personal details will not be made available publicly unless I am appointed.

Closing date for receipt of applications is 12 noon, Friday 17 August 2018.
Completed applications can be returned electronically to: 
info@communityjustice.scot
Postal address is: 

Community Justice Scotland

Y1 Spur

Saughton House
Broomhouse Drive 

Edinburgh

EH11 3XG
Telephone: 0131 244 8245
If you are invited to interview they will be held on a date 30 and 31 August 2018 in Saughton House, Edinburgh.   Please indicate below whether or not you would be able to attend on that date.






Yes   FORMCHECKBOX 
             No   FORMCHECKBOX 

PART B:  SELF ASSESSMENT – SUITABILITY 

The following section asks you to give examples of where you have demonstrated the skills and knowledge and competencies/criteria required for this appointment.  You can draw on both your working/personal life experiences.  Please note that job titles etc. on their own will not be taken as evidence of meeting the criteria and the selection panel will not make assumptions based on titles alone. For each example you should state:

· In what capacity you acquired the skills and knowledge i.e what did you do, how did you do it, why did you do it and what was the result;

· How recently you acquired them; and,

· How frequently you applied the skills or knowledge.
ESSENTIAL CRITERIA

To be considered for this appointment you must, as a minimum requirement, meet the essential criteria for the role.
	ELIGIBILITY

Please confirm whether or not you have:

Eligibility to take up paid Employment in the UK.  (If you require a visa or work permit to take up paid employment, please state.)  Documentary evidence of eligibility will be requested as a condition of employment.


	Yes   FORMCHECKBOX 
             No   FORMCHECKBOX 




	Criterion 1: Planning and organisational skills, including the ability to work calmly under pressure, using your own initiative to prioritise demanding workloads to meet tight deadlines while maintaining a high level of accuracy.
Please provide at least one example which best demonstrates the criteria listed above. Your response should not exceed 300 words in total. Bullet points and note form are acceptable. Please be concise as any information in excess of 300 words will not be considered. You may wish to include:

· A description of the situation and the context.
· What you did.
· What skills and knowledge you deployed.

Your personal contribution and the outcome.


	


	Criterion 2: Communication and Engagement - Have a high standard of written and oral communication skills, with the ability to engage confidently and effectively with staff at all levels. 
Please provide at least one example which best demonstrates the criteria listed above. Your response should not exceed 300 words in total. Bullet points and note form are acceptable. Please be concise as any information in excess of 300 words will not be considered. You may wish to include:

· A description of the situation and the context.
· What you did.
· What skills and knowledge you deployed.

Your personal contribution and the outcome.


	


	· Criterion 3: Financial Management -  Strong numeracy skills, including experience of working with budgets.
Please provide at least one example which best demonstrates the criteria listed above. Your response should not exceed 300 words in total. Bullet points and note form are acceptable. Please be concise as any information in excess of 300 words will not be considered. You may wish to include:

· A description of the situation and the context.
· What you did.
· What skills and knowledge you deployed.

Your personal contribution and the outcome.


	


	Criterion 4: People management -  The ability to work flexibly as part of a team to achieve agreed targets and objectives and to effectively manage and develop staff.
Please provide at least one example which best demonstrates the criteria listed above. Your response should not exceed 300 words in total. Bullet points and note form are acceptable. Please be concise as any information in excess of 300 words will not be considered. You may wish to include:

· A description of the situation and the context.
· What you did.
· What skills and knowledge you deployed.

Your personal contribution and the outcome.


	


DESIRABLE CRITERIA

Please include examples of how you meet the desirable criteria listed below

	Please give details of your experience of dealing with Scottish Government accounting systems.
Word Limit 200 words

	


STATEMENT

Please explain why you are applying for this post.  Please avoid restating any evidence and examples already provided.  Your response should not exceed 300 words.
	


PART C:  LIFE HISTORY 

This part of the application form will be available to the Selection Panel. 

	LIFE HISTORY:  Please provide details of role(s) held from work or personal life which relate to the criteria in the role specification.  

You do not need to provide information already given.

A CV will not be accepted



	Roles
	Dates
	Criteria Supported

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


References 
Please give the names and contact addresses of two referees. The referees should be able  to comment on how you meet the criteria for the post and have direct knowledge of your work. References will only be requested for successful applicants. 

	First Referee 

	Name: 
Address: 

Telephone: 

E-mail: 


	

	Please also specify the nature of your relationship with this referee. 
    Second Referee 
     Name: 

     Address: 

    Telephone: 

     E-mail: 

Please also specify the nature of your relationship with this referee.




1

