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Application Form
Part One


	Position Applied For:

	Operations and Facilities Manager

	Candidate Ref (for internal use): 

	



Please complete all sections of the form in black ink or type directly into the boxes (the boxes will expand as you type into them).  Application forms that are not completed in full will be automatically rejected.  CV’s will not be accepted.  

Please return applications to:
EMAIL: recruitment@galop.org.uk 
POST:  We are currently home working due to Coronavirus. If you would prefer to post your application please contact us to arrange.

If you require this form or any of the accompanying information in large print, please contact us at recruitment@galop.org.uk

Galop will use this information to shortlist during and as part of the application process.  The lawful condition for processing this data under GDPR 2018 is ‘fulfilment of contract’. We will not share this information with anyone else for any other purposes.






Section One: Current or most recent experience

	Please complete this section, listing details of your current employer, or where you volunteer and the duties you perform in your current role.


	Name and address of organisation
	






	Position held
	



	Dates position held
	


	Duties and responsibilities 


	











	Reason for leaving
	









Section Two: Previous Employment or Volunteer Experience

	Please give details of your employment history including unpaid or voluntary work.  Please start with your current or most recent job. Please do not enclose a CV as it will not be considered.


	Name & address of organisation. 
	Dates
	Position held. Brief description of duties and responsibilities 

	


	
	






	


	
	






	


	
	






	


	
	






	


	
	






	


	
	











Section three: Relevant Training

	[bookmark: _Hlk110415114]Please complete this section, listing your qualifications/training received.  

	Dates
	Course
	Qualification/Grade

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	



Section four: Experience, Knowledge Skills and Aptitude

	
Please use the spaces below to answer each of the points on the person specification.  You can use paid or unpaid work or other experiences to demonstrate how you meet the criteria, giving examples.  

If you are completing and returning this form electronically, the boxes will expand as you type.  If you are completing this application form by hand, please use a separate sheet if you need more space, including your name and position applied for.  There is no requirement to limit your answers to the existing box size.

Guidance:
Please note that when the question asks for experience you should detail when you have done this task, how you did it and show how your experience is relevant to this role.  

When a question asks for ability you should explain what makes you able to undertake the task, referring to past experience or transferable skills.  For example, you may not have experience of using a particular computer program but your high level of computer literacy may indicate that you will have the ability to use it once trained.  Say how you would carry out the task and what would be particularly important.

When a question asks for understanding you should show your understanding in your answer by discussing the topic or task and stressing key issues.  For example, it will not be acceptable to simply write, “I understand and adhere to equal opportunities” since this does not demonstrate any understanding.


	

	Essential

	1. Experience of facilities management

	

	2. Experience of managing internal helpdesks

	

	3. Experience of administering IT and digital systems

	

	4. Good understanding of Health and Safety legislation

	

	5. Strong and up to date understanding of GDPR, data protection and privacy laws and regulations 

	

	6. Experience of managing budgets

	

	7. Strong understanding of risk and risk mitigation

	

	8. Strong project management skills

	

	9. Strong interpersonal and communication skills, both verbal and written, including the ability to constructively challenge

	

	10.  Ability to problem solve and think creatively

	

	11. Ability to work with multiple competing priorities and to effectively prioritise your workload 

	

	12. Ability to work well under pressure while remaining strongly detail-oriented

	

	13. Ability to pre-empt requirements and challenges, and an awareness of risk

	

	14. Ability to organise and influence others

	

	15. Strong understanding of discrimination and intersectionality

	

	Desirable

	1. Experience of administration of a CRM, ideally Salesforce

	

	2. Experience of line management of staff

	

	3. In depth knowledge of LGBT+ experiences, with an understanding of the needs of LGBT+ victims and survivors of abuse and violence

	


[bookmark: _GoBack]
Please complete Application Form Part 2. 
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