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EMPLOYMENT  APPLICATION  FORM 

Cover Sheet


Post applied for:  __________________________________________________

Please return this form by:  _________________________________________

How did you learn of this vacancy:   __________________________________

Return this form to:	The Manager, Project Petrock, 
			10 Cathedral Yard, Exeter, EX1 1HJ
		         


NOTES TO ASSIST YOUR APPLICATION

The following notes are designed to assist you in completing this application.

1	You will notice that your personal details are requested on a separate sheet.  Before short-listing, these details are separated to ensure you are assessed solely on your ability to perform the job for which you have applied.

2	Application Forms and Personal Details are confidential.

3	Please take this opportunity to give as full a picture as possible.  We are interested in anything you can bring to the job from your whole life experience, not solely your employment history.

4	We have asked for any previous convictions to be disclosed - this is because the nature of the work involves potentially vulnerable people.  However, any disclosures you make will only be considered after the short-listing process and will then be assessed according to the individual conviction and job concerned (see company ethos).  Please take the opportunity to say anything you need in support of your application - it will be treated as confidential.

5	Please complete in black ink and complete all sections unless directed otherwise.

6	Please ensure this application is returned by the deadline stated in the job advert.

7.	If you have not been contacted by the date stated in the job advert then you have not been selected for interview on this occasion. 


Project Use Only - Application Number ..................

Short listed..................	References................	

Interviewed..................	Induction...................			 
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Position applied for 



Employment  Application Form


THE INFORMATION SUPPLIED ON THIS FORM WILL BE TREATED IN CONFIDENCE


Please complete this form fully using black ink or type.

Applications received after specified closing dates will not normally be considered.
Section 1 – Personal Details


	




Last Name						    Last Name

Address:












Postcode: 





Home Telephone:     					 Mobile Telephone:







Do you need a work permit for permanent employment in the UK?           Yes            	        No 




Do you need a Workers’ Registration Scheme?      				Yes            	        No 


(Note: we will require proof of this before an offer of employment can be confirmed – e.g. Birth Certificate and/or any other appropriate documentation required to confirm your right to work in the UK as required by the Asylum and Immigration Act 1996)



Do you hold a full UK driving licence? 					Yes            	        No 




If yes, do you have your own vehicle?					Yes            	        No 




Do you hold a current CSCS card? 						Yes            	        No 

If yes, please state which type or colour: 
	Section 2 – Present Employment (if unemployed give details of last employer)




	

Name of Employer:                                                                         



	

Address:






	




Postcode:






	Present post:         




Date of Appointment:                                                                 Salary & Benefits:






Brief Description of
Duties:













Notice Required:                                                               Last Day of Service:    




Reasons for
Leaving:














Section 3 – Previous Employment






Name of Employer:
(1) 

Position Held



Dates From: 		           Dates To: 




Summary 
of Duties:

Reasons for

 Leaving




	Name of Employer:
(2) 


Position Held



Dates From: 		            Dates To: 




Summary 
of Duties:

Reasons for

 Leaving: 


Continue on separate sheets as necessary (previous 10 years only required)





Section 4 - Voluntary Work






We are interested in any unpaid work experience you feel is relevant.  Please give dates and explain what skills and/or experience you gained.  Remember membership of management committees, local groups etc...is unpaid work. 




Section 5- Education & Professional Qualifications









 

	College or University
	Course
	Qualifications & Grades Obtained

	



	




	








	School
	Subjects
	Qualifications & Grades Obtained

	







	






	








	Professional/Technical/ Qualifications
	Course Details

	





	






	Membership of any Professional/Technical/Trade Associations:
(please state level of membership)





Section 6 – Training & Development


Please give details of any training and development courses or non-qualification courses which support your application. Include any on the job training as well as formal courses
	Title of Training Programme or Course
	Duration of Course

	



	


Section 7 – Personal Statement





Please use this section to explain in detail the relevant skills, knowledge and experience you could bring to the post. (Continue on a separate sheet if necessary)



























Section 8 - REHABILITATION OF OFFENDERS ACT 1974 (Exceptions Order) 1975




For most jobs you do not have to disclose convictions for earlier criminal offences.  The nature of this job includes contact with people who are vulnerable and therefore falls outside the scope of the provisions of the Rehabilitation of Offenders Act which relates to spent convictions.  It is important for this job that you do disclose any previous convictions.  

Failure to disclose any previous criminal convictions against you could result in dismissal or other disciplinary action. Any information given, either when returning your application form or at interview will be entirely confidential and will be considered only in relation to this application.

Please note that any convictions listed here will not automatically bar you from employment. See our company ethos statement. 

If none, please state none.











Section 9 – References




Please give the names and addresses of your two most recent employers. If you have not previously been employed then Head Teachers, Lecturers or other persons who are able to properly comment on your educational background and/or personal qualities are acceptable as referees. In each case please clearly outline who your referees are.




Name 							        Name




Position						        Position	


Company                 					        Company


Name				        Name

	


Address						        Address






Postcode						        Postcode


Email							        Email



Telephone						        Telephone



May we approach this person prior to interview? Y/ N              May we approach this person prior to interview? Y/ N
Section 10 – Health





Prior to formal appointment, applicants may be required to complete a confidential statement of medical history.


Number of days sickness absence in last 2 years:



Please disclose any health issues that may affect your ability to do this job:


Section 11 – Declaration


    


Please state where you saw this post advertised:

I hereby certify that:

· all the information given by me on this form is correct to the best of my knowledge and believe 
· all questions relating to me have been accurately and fully answered 
· I possess all the qualifications which I claim to hold 

· I understand that should my application be successful and it be discovered subsequently that the information has been falsified then disciplinary action may include dismissal from the post. 
· I am/am not available on the stated interview date, if selected for interview. Please provide up 3 alternative dates if not available. _________________       ________________       _______________ (interview cannot be guaranteed on these dates)




Signed 	                                                                                                           Date


Candidates selected for interview will normally be notified within three weeks of the closing date. Unfortunately, applicants who do not hear from Project Petrock within this time must conclude that their application has been unsuccessful on this occasion. Thank you for your interest in this post.

Project Petrock undertakes that it will treat any personal information (that is data from which you can be identified, such as your name, address, e-mail address etc) that you provide to us, or that we obtain from you, in accordance with the requirements of the Data Protection Act 1998.

Section 12 – Returning this Form




	Post marked Private & Confidential
	E-mail
	

	Keith Johnson
	keith@stpetrocks.org.uk
	

	Project Petrock
	
	

	10 Cathedral Yard
	Enquiries
	

	Exeter
	Telephone:  01392 422396
	

	EX1 1HJ
	
	

	
	Direct Fax:   01392 439758 
	

	
	
	

	
	
	



Please note that any subsequent employment offer will be conditional of receipt of acceptable Criminal Records Bureau (CRB) Checks.
Section 13 – Recruitment Appeals Procedures





If you consider that you have been discriminated against during recruitment because of your race, colour, sex, disability, age or sexual orientation then send full details, within 14 days of the alleged act being discovered, marked Private & Confidential to the Development Manager at the above address . Please state the grounds on which it is considered that the discrimination has occurred.

Section 14 – Recruitment Monitoring Form





Project Petrock CIC is committed to the development of positive policies to promote equal opportunities in employment for all people, regardless of race, colour, nationality, ethic or national origin, creed, disability, sex, marital status, age or sexual orientation. 

One aim of this policy is to make sure that you and other applicants for jobs are not discriminated against and responsibilities also lie with all employees involved in recruitment, selection, promotion and transfer of our employees.

In order to monitor and ensure the successful development of this policy, all applicants for jobs are asked to complete the section below.

This sheet will be separated from your application form upon receipt and does not form part of the selection process. It will be retained by the HR department purely for monitoring purposes.


Position applied for


Ethnic Origin












White British 		Irish 	       		Other* 








Black British 		Caribbean		African 		










Asian British 		Indian 		Pakistani		Bangladeshi  






Chinese 		Mixed Ethnicity 




* Please Specify



Disability 






Do you consider yourself disabled under the Disability Discrimination Act. (DDA)   Yes             No



If yes, do you require any particular arrangements to be made for an interview? Please advise us of any equipment or specific facilities required below.




[image: ]	JOB DESCRIPTION
POST:     General Builder - Supervisor/Trainer
(Option of joining the co-operative at Director Level after 3 months.)
POST REF:				PP/st01a
HOURS:	28 Hours per week Monday to Friday (Willing and able to increase hours as business develops).
Salary	£21,875 (pro rata)
REPORTING TO:			Development Manager	
SUPERVISORY RESPONSIBILITY:	Manage and supervise volunteer trainees
JOB PURPOSE:
Multi-trade person in charge of all aspects day-today running of this House and Garden maintenance co-operative social enterprise. You will be providing customer estimates, supervising and delivering work agreed to a high standard and in good time. Providing on-the-job training to volunteers who are or have recently been homeless. Supervising and organising volunteers. Developing the enterprise in order for it to be able to compete in the open market and be financially viable without funding. Developing your role into a full-time position.
DUTIES AND RESPONSIBILITIES:
1) Provide full customer service from estimate to end of job.
2) Supervise and train volunteers
3) Carry out building work utilising a full range of general building skills including new brickwork, repairs and alterations to existing stone and brickwork, walling, pointing, drainage, carpentry, plastering, painting and decorating etc
4) Compliance with safety regulations and good practice.
5) Work flexibly in a multi-skilled capacity across trades within your personal skill base.
plus
· Ensure that the highest standards of professional performance are maintained
· Promote equal opportunities
· Motivate and encourage volunteers 
· Ensure compliance with relevant legislation and statutory codes of practice.
· Participate in the arrangements for performance review
· Ensure that professional skills are regularly updated through participation in 
              training and development activities
· Any other duties as may reasonably be required
Health & Safety
Under the Health & Safety at Work Act 1974, whilst at work, members of staff must take reasonable care for their own health and safety and that of any other person who may be affected by their acts or omissions. This is not a comprehensive definition of the post. Post holders are expected to undertake any work that comes with the remit of the post’s main objective. This job description will be kept under review and may be changed at any time subject to consultation with the post holder.






[image: ]PERSON SPECIFICATION		

POST TITLE:	General Builder Supervisor/Trainer

The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 

	REQUIREMENTS
The post holder must be able to demonstrate:
	ESSENTIAL (E)
DESIRABLE (D)
	MEASURED BY:
A  Application form
I    Interview

	
EDUCATION/TRAINING
	
	

	4 years’ trade experience or Apprenticeship trained with relevant City & Guilds Craft Certificate, NVQ Level 3 or equivalent, plus 2 years’ experience minimum
	E
	A & I

	CIBT Certificate in Scaffolding (Basic Part 1 & 2) or equivalent working at height training.
	D
	A & I

	
KNOWLEDGE & EXPERIENCE
	
	

	Experience of managing a team
Experience of working on new and old buildings
	E
E
	A & I
A & I

	Ability to produce high quality work within a given timescale.
	E
	A & I

	Ability to source and procure own materials for work with relevant audit trail.
	E
	A & I

	Experience of providing customer estimates
Knowledge and understanding of basic Health & Safety practices, including selection and use of personal protective equipment.
	E

E
	A & I

A & I

	Ability to work at height using scaffolding and ladders.

	D
	A & I

	
SKILLS/ATTRIBUTES
Ability to work as part of a co-operative team.
Leadership and motivation of others
Ability to be self-motivated and work on own initiative.
Ability to undertake other building trade related tasks.
Flexible attitude.
Good Communication Skills – written and oral
Experience of using IT and Admin systems
Willingness to work overtime on occasion.
High standard of presentation.
	

E
E
E
E
E
E
E
D
D
	

A & I
A & I 
A & I
A & I
A & I
A & I
A & I
I
A & I

	
SPECIAL FEATURES
Understand the needs and support requirements of vulnerable clients on low (or no) incomes, including those with mental health and or substance dependency problems.
A Commitment to the aims and objectives of Project Petrock
Promotion of equal opportunities and challenging discriminatory practices
Ability to train and guide volunteers
Full, valid driving licence.
	

E

E
E

E
E
	

A & I

 I
A &I

A & I
A & I



Limitations applicable to this post:
Initially for one year. Conditional Funding is in place for three years subject to meeting targets.
Renumeration:
The salary range for this post is £21,875 (prorata) (based upon 35 hour full-time week)
Salaries are paid monthly in arrears, by the last day of each month and are paid by bank transfer.


Hours of work:
The normal hours for this post are 28 per week as noted below.
Exact distribution of hours will be discussed at interview and is flexible.
A 1/2 hour lunch break will be taken daily 
Work may involve occasional early mornings, evenings, weekends and bank holidays.
Time off in lieu (TOIL) is allowed for work done beyond the normal weekly hours.  Any TOIL accrued will normally be taken off within one calendar month.
Annual Leave:
25 days per year with an additional day for every year in employment to a maximum of 30 days.
Pension:
After 6 months employment, the General Builder Supervisor/Trainer is entitled to join the Company Pension Scheme and receive a contribution equivalent to 5% of his/her basic salary from the employer to this scheme, provided this is matched by a minimum contribution from himself/herself to this scheme equivalent to 3% of his/her gross salary.  Full details of the scheme are available from the appointed pension advisor.





























Description of Company
Project Petrock is a co-operative Community Interest Company. It was set up by St Petrock’s, a day resource centre for people who are homeless in Exeter, as an independent trading company in December 2010. Its primary aim is to help people who are or have recently been homeless, back into work, education or training and offer a meaningful use of time by providing volunteer places and on-the-job training through its trading activities in the house and garden maintenance business.
Everything we do is geared to working with the issues our clients/volunteers face. These can be complex and deep set and can often lead to people failing to maintain mainstream work placements and volunteering. 
As a co-operative, all members have an equal say in the running of the company, this can range from small day-to-day decisions to the direction the company takes and salaries paid.
Originally set up with a volunteer who had run similar private businesses for nearly 30 years, Project Petrock generated interest from the public that could not be met by a single volunteer. It was then decided to seek funding to employ someone to run the day-to-day operation and provide the on-the-job training. Typically, two volunteers help each day.
All profits not reinvested in the company will be gift-aided to St Petrock’s to help the charity in its work.
Company Ethos
All employees of Project Petrock will be offered the opportunity to become full co-operative members having an equal say in the running of the company. Employees who choose not to join the co-operative will always retain the option.
Project Petrock aims to be self-funding from its trading activities as soon as is practically possible, but within 5 years. Likewise, it is the objective of the company to transfer management, control and ownership of the co-operative CIC to employee co-operative members within 5 years.
It is our ethos to always give people a chance to prove themselves no matter their current or past circumstances; to be non-judgemental and to work with the issues people face to help them overcome these and take positive control of their lives.
We aim to encourage customers to use sustainable materials and promote minimum environmental impact.
[bookmark: _GoBack]We will use company profits to provide subsidised services to other vulnerable groups in our society, for instance providing people with visual impairment and the elderly with services that commercial operators would find non-efficient such as small rewiring and plumbing jobs.
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