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	 APPLICATION FORM

	
	



Thank you for applying to become part of Artlift’s team. Please complete the application form below and enclose a copy of your CV and a completed Equal Opportunities Monitoring form.
Please tell us how you heard about this opportunity below:

…………………………………………………………………………………………………………… 

	Personal Details

	Title, e.g. Ms /Mr 
	Address: 



	Preferred pronouns:
	

	First Name (s):  

	

	Surname:   
	Post Code:
	

	E-mail address:   

	Phone no:  



	 Application

	Please describe the experience, knowledge and skills you would bring to the post.  

Please list any professional qualifications, personal experiences, employed or voluntary roles.
Please ensure you address the essential items in the person specification within your answer: 

· Motivation to work in Creative Health

· Administrative role experience

· Data processing /handling

· Understanding of data protection requirements

· IT literate, with excellent attention to detail and accuracy

· Written / verbal communications skills

· Confidence working remotely with a small team 

· Time management and prioritising skills

· Reliable, resilient, and confident in boundary management 




	Why are you interested in the role with Artlift? 


	Is there anything else you want to tell us about yourself that is relevant to this role with Artlift? 



	Additional Information:


	a) Are you related to a Board member of Artlift or any of their employees?

	Yes (
	No (
	

	If ‘Yes’ please give details.  This will not necessarily prevent you from being appointed.



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

	Yes (
	No (
	

	
	
	

	*If ‘Yes’, this does not necessarily prevent you from being appointed. However, we would need details of the offence and dates, to be able to consider this on a case by case basis.  

	Do you need work permit to be employed in the UK? 

	Yes    (                                                            No (

	If you already have a work permit, when does it expire?

(please note that your current work permit may not be valid for this post)

	Access 

	Please indicate if you have any access requirements and let us know how Artlift can support you to ensure that you can fulfil your role.




	Referees: Please give details of two people.  A Referee should be someone who has known you for at least 2 years.  Please state your relationship to the referee (e.g. friend, previous employer, tutor). References will only be taken up for applicants selected for interview, and you should ensure your referees are able to respond promptly.

	Name:  
	Name:  

	Position: 
	Position:  

	Organisation:  
	Organisation:  

	Relationship:
	Relationship:

	Email address:  
	Email address:  

 

	Telephone:  
	Telephone:  

	May we contact prior to interview? 

Yes    (                              No(  
	May we contact prior to interview?      

       Yes    (                                No (

	I confirm the details in this form are correct                           
Signature (scanned signature is acceptable)  


	Date:




Please email your completed application with your CV and completed Equal Opportunities Monitoring form to: Cath East, Executive Director - cath@artlift.org with ‘Administrator Application’ as the subject heading.
	Data Protection Statement

The information that you provide on this form and that obtained from other relevant sources will be used to process your application. The personal information that you give us will also be used in a confidential manner to help us monitor our recruitment process.

If you succeed in your application, the information will be used in the administration of your employment with us. We may also use the information if there is a complaint or legal challenge relevant to this recruitment process. We may check the information collected, with third parties or with other information held by us. We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds or in other ways as permitted by law.

By signing the application form it will be assumed by Artlift that you agree to the processing of sensitive personal data, (as described above), in accordance with Data Protection law.
Please note that we will keep this form and your data on file for no more than 12 months after the date of application, unless you secure the job, in which case your data will remain on file for the duration of your employment and for 3 years thereafter.




PAGE  
1

[image: image1.png]