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Application for the post of: 
Supported Housing Officer, London WC1X 
GUIDANCE FOR APPLICANTS

Please read these notes carefully before completing the application form.

You should have a job description and person specification with this application form.

Job Description: The job description describes the objectives and duties of the job for which you are applying. You should check that you feel able to undertake the duties of the job before applying. Your application should give examples relating to previous work and experience which are relevant to this position.

Person Specification: The person specification describes the skills, experience, abilities and other factors we shall be looking for when selecting applicants. Your application should explain how your skills and experience relate to the person specification.

Please complete all sections of the form clearly. Please note that CV’s will not be considered.

Sapphire Independent Housing Ltd is committed to equal opportunities. We will not discriminate unfairly on the grounds of an applicant’s gender, race, skin colour, nationality or ethnic origin, disability, age, marital status or sexual orientation.

We monitor all applicants for employment. We therefore ask that you complete the monitoring form included with this application form. However, non-completion will not prejudice your application.  This information will not be used as part of the selection process and will be held separate from the main body of application forms until after the shortlisting process.

PERSONAL INFORMATION:

Title


First Name


Surname



Address






Postcode


Telephone
Home


Mobile


Email


RELEVANT EDUCATION/TRAINING

Please give details of Secondary Schools, Colleges, Universities or Institutes of Further Education attended. Give details, including dates of any Certificates, Professional or other qualifications and standard obtained. (You may be required to produce evidence of your qualification on appointment.)
	Name/ Nature of Establishment
(School, university, college etc.)
	Qualifications Gained
	Date from
	Date to

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


CURRENT EMPLOYMENT

Present or last Employer



Nature of Business



Position Held



Dates (month and year)
From


To



Period of Notice Required



Salary


Reason for Leaving (if applicable)


Briefly describe your main duties:

PREVIOUS EMPLOYMENT

	NAME
	NATURE OF BUSINESS
	POSITION
	MAIN DUTIES
	DATES 

EMPLOYED
	REASON FOR LEAVING

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


SAPPHIRE INDEPENDENT MAY CONTACT ANY OF THE ABOVE IF NECESSARY
ADDITIONAL INFORMATION 

Please use this space to tell us anything about your skills, experience, achievements or any other information in support of your application.  You should refer to the Person Specification and outline the listed competencies.  Please attach additional sheets if required, up to a total of 3x sheets of A4.
REFERENCES

Please give details of two referees, one of whom should be your present or most recent employer. If you do not wish any approach to be made to your referees before interview, place an X in the appropriate box below ( ).

Name
( )
Name
( )

Company
Company
Position
Position
Address
Address
Relationship to you
Relationship to you
Telephone
Telephone
Email
Email
Are you known (to the best of your knowledge) to any member of the staff or Management Committee of Sapphire Independent Housing Ltd? If yes, please give details below:

Rehabilitation of Offenders Act 1974

In accordance with the spirit of the Rehabilitation of Offenders Act and the relevant Home Office and Criminal Records Bureau guidance, Sapphire Independent Housing will not discriminate in its employment decisions against ex-offenders with criminal records if it is judged that the offence has no relevance to the post(s) applied for. Our policy on Ex-Offenders can be found on our website (www.SIH.org/recruitment) or via our HR Dept on 020 7485 8889.

 - for posts involving direct provision or management of services to our clients, spent and unspent convictions and police cautions must be disclosed by all applicants.
 - For all other posts only unspent convictions must be declared. 
If you are offered a post at Sapphire Independent Housing, you will be asked to obtain a Disclosure and Barring Service (DBS) check and the job offer and/or any subsequent contract of employment will be subject to the organisation being satisfied with the contents of the check.

Have you been convicted of any criminal offences?

Yes / No

Have you ever been cautioned by the police?


Yes / No / NA
If you answered “Yes” to the above, please give details of the date of conviction / caution, nature of offence and sentence imposed.
I confirm that the information given on this form is true and acknowledge that deliberate omissions or inaccuracies are not acceptable.

SIGNED


DATE


By signing this application form you are giving consent for Sapphire Independent Housing to use your personal details for monitoring purposes only.
Please return this form to:
Sapphire Independent Housing

1 Holmes Road, Kentish Town

London, NW5 3AA

Or email to: Recruitment@SIH.org
Sapphire Independent Housing is a registered housing provider
Housing Operations Manager 

 

