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Deadline for applications:
To apply please complete and return this application form by email to: sarah.dangar@aafda.org.uk
Application For Employment

	Post for which you are applying
	FINANCE AND ADMIN OFFICER


Personal Details

	Surname:
	

	First Names:
	


	Address:
	

	
	

	Tel No. (day):
	
	Tel No. (eve):
	

	Email:
	

	Mobile:


	


	About AAFDA
For more information about AAFDA and what we do please go to www.aafda.org.uk 



	Hints and tips on completing this form
· Please note CVs are not accepted.
· Applications can only be received by email.
· We wish to ensure that comparison between applicants is fair and in line with AAFDA’s Equal Opportunities approach.  The information you provide on this form is the only information we will use in deciding whether you will be shortlisted for an interview.  It is therefore essential that you complete the form fully and that you clearly demonstrate how you meet each point on the person specification.

· It is the applicant’s responsibility to ensure that completed application forms are received by the closing date.

· Text boxes are expandable and please use additional sheets of paper if needed, but please ensure that you remain within word limits where they are specified.




Phone: 07768 386922  Website: www.aafda.org.uk, AAFDA, PO Box 3636, Swindon, SN3 9BG
Patrons: Vera Baird QC Police and Crime Commissioner for Northumbria, former Solicitor General, Helen Grant MP for Maidstone and the Weald and former Minister for Culture, Media and Sport, Julia Drown (Former MP for South Swindon) & Anne Snelgrove (former MP for South Swindon), 

AAFDA is a registered charity No. 1125973

Educational qualifications
Please list in date order with most recent first.

	Relevant education establishments (no need to go back to school days but can if you wish)
	Dates

From to
	Qualifications obtained

Certificates, diplomas, degrees etc.

	
	
	


Training courses
Please list in date order with most recent first.

	Give brief information about any relevant training courses you have attended together with dates. Please only list the ones that are both relevant and which produced a certificate or a qualification




Present or most recent employment
	Date of Appointment: 

	Date Left (if applicable): 


	Salary: 

	Post held: 

	Organisation:


	Period of Notice required: 



	Please give a brief description of your duties and responsibilities:


	Reason for leaving (if applicable):




Previous employment and voluntary experience

Include all paid employment and any voluntary work relevant to your application.  Please list in date order with most recent first. 
	


References

Please give details of two people, to whom you are not related, who we can approach for references.  One should be your current or most recent employer.

	REFERENCE 1
	REFERENCE 2

	Name: 
	Name : 

	Address: 
	Address: 



	Telephone No. 
	Telephone No. 

	Email: 
	Email: 

	Job title: 
	Job title: 

	How you are known to them:


	How you are known to them:



	Personal statement
Please write a personal statement (in minimum of point 11 font) which covers your skills, experience and knowledge in relation to the points from the Person Specification for the post.  

You should address each point separately.  Please use up to a maximum of 200 words for each point from the person specification.
Please don’t feel the need to write up to 200 words for all answers. Some questions may only require a sentence or two. 
If you do not follow these instructions your application will not be short listed.


Person specification - Essential
	· Excellent organisational skills with the ability to multi task, prioritise work and meet deadlines


	· Excellent written and verbal communication skills


	· Numerate and a problem solver with excellent attention to detail, able to spot and correct errors


	· Principles of confidentiality including data protection/GDPR


	· Handling sensitive communications confidentially, efficiently and effectively


	· Willingness to get involved in a variety of projects and activities


	· Build and sustain relationships


	· Excellent interpersonal skills and a friendly and professional manner


	· Communicate effectively - verbally and in written form  


	· Excellent working knowledge of Microsoft Office packages, in particular Excel


	· Flexible, proactive approach and a positive attitude


	· Willingness to undertake occasional travel around the UK and some evening and weekend working



Person specification - Desirable
	· Experience or working independently and remotely


	· Experience of working within a non-profit organisation


	· Experience of working in a Finance Admin role



	· Knowledge and understanding of Domestic Abuse



Any other information you want to tell us to support your application (max. 200 words).
	


Declaration:

I confirm that, to the best of my knowledge, the information given in this application is correct and that I am legally entitled to take employment in the UK.

Signature:                                                 


 Date:  

Deadline for application: 5pm Monday 12th August 2019
Completed forms should be returned by email to:  sarah.dangar@aafda.org.uk
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