CONFIDENTIAL
THE VEGAN SOCIETY
Application Form
Please print or use black ink
Note: To the best of its ability, the Society will not discriminate on grounds of gender, ethnic origin, disability, sexual orientation or age.
	Job Title:
	Business Development Assistant (Administration)
(Fixed Term 6months)

	Closing date:
	Friday 31st October 2014 at 17:00

	How did you hear about this vacancy?
	

	Return application to: 
	georgeg@vegansociety.com or post to The Vegan Society, Donald Watson House, 21 Hylton Street, Birmingham B18 6HJ


	Personal details

	Initials:
	
	Last name:
	

	Daytime contact number:
	Home telephone:
	Mobile:

	
	
	

	Email address:
	

	Correspondence address:


	

	Nationality:
	

	Referees
Please provide details of two referees we may contact should your application be successful.  These should be from your line managers at your two most recent employers and cover a minimum of three years.  Where two references do not cover a three year period, we ask that you provide contact details of subsequent referees to cover this period.  

	Name:
	
	Name:
	

	Organisation: 
	
	Organisation: 
	

	Relationship to you:
	
	Relationship to you:
	

	Contact number:
	
	Contact number:
	

	Email address (must be an official email address, we do not accept hotmail, yahoo etc email addresses)

	
	Email address (must be an official email address, we do not accept hotmail, yahoo etc email addresses)

	


	Supporting information 
The skills, abilities, experience and knowledge outlined on the person specification on the job description provide a summary of what is required to carry out the job you are applying for. They also form the selection criteria on which the decision on who to appoint will be made. 

This section gives you the chance to tell us why you feel you are suitable for the role. Describe how you meet each of the criteria by giving specific examples from your past work experience. Please use as much space as required.

	KNOWLEDGE & EXPERIENCE
	Essential
	Desirable

	1
	Appropriate experience in a directly related post 
	
	

	

	2
	Good knowledge of whether ingredients in food, cosmetics, toiletries, clothing and household products are derived from other animals
	
	

	

	3
	Good understanding of administration 
	
	

	

	4
	Knowledge of animal testing
	
	

	

	5
	Understanding of working in/with NGOs or small charitable organisations
	
	

	

	SKILLS & ABILITIES
	Essential
	Desirable

	1
	Excellent written and verbal communication skills 
	
	

	

	2
	Good telephone manner and customer-service skills
	
	

	

	3
	Computer literate with strong MS Office skills, including the ability to enter data accurately, analyse and manipulate data, and use email effectively
	
	

	

	4
	Ability to establish strong working relationships with colleagues, the Senior  Management Team and volunteers including Trustees
	
	

	

	5
	Ability to manage multiple priorities and work to deadlines
	
	

	

	6
	Work successfully to targets, delivering objectives and desired outcomes
	
	

	

	PERSONAL QUALITIES
	Essential
	Desirable

	1
	Confident, articulate and proactive
	
	


	

	2
	Work well under pressure and able to juggle several projects at once
	
	

	

	3
	Efficient, tidy, organised, reliable, accurate and effective
	
	

	. 



	4
	Approachable and adaptable, team player
	
	

	

	5
	Flexibility to occasionally work out of hours to meet deadlines
	
	

	

	6
	Adhere to a vegan diet for the duration of employment with The Vegan Society 
	
	

	

	7
	Willingness and ability to undertake appropriate training and development as required
	
	

	

	Any further information / comments: 


	Employment 
Please provide a summary of all previous employment starting with the most current. Please include details of any breaks in service and whether the jobs were full-time, part-time, paid or voluntary. Please use as much space as necessary.

	Dates
	Name & Address of Employer
	Job title
	Salary

	From
	To
	
	
	

	
	
	
	
	

	Summary of main duties & responsibilities:


	Dates
	Name & Address of Employer
	Job title
	Salary

	From
	To
	
	
	

	
	
	
	
	

	Summary of main duties & responsibilities:


	Dates
	Name & Address of Employer
	Job title
	Salary

	From
	To
	
	
	

	
	
	
	
	

	Summary of main duties & responsibilities:


	Education and relevant training 
Please provide a summary of your educational and/or professional training and qualifications including any you are currently studying for. Please list in chronological order with the most recent first. No dates required and please use as much space as necessary. 

	Details of school, college or institution
	Qualifications
	Grades

	
	
	

	Details of school, college or institution
	Qualifications
	Grades

	
	
	


	Do you have any unspent criminal convictions? If so, please give details

	


	Do you have any special requirements if you were invited to interview? If so, please give details

	


	Asylum and Immigration Act 1996 
To ensure compliance with the Asylum and Immigration Act 1996 all offers of employment are subject to applicants providing evidence of their eligibility to work in the UK at the offer stage.

	
Please confirm whether you are eligible to work within the UK    

N.B. American citizens are generally not eligible.


	Signature

	I confirm that all the information I have provided in my application is accurate and I understand that by providing false or inaccurate details offers of employment may be withdrawn and/or future employment may be terminated without notice.

	Signature:
(please write your name if emailing the form)
	
	Date:
	

	I understand that this information will be used only for recruitment and employment purposes, should I be successful in my application this document will be placed on my file.  If my application is unsuccessful on this occasion it will be stored securely for a period of 6 months and then destroyed.













