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	Job Application 

Form

	

	If you require this application form in another format, for example, in large print, please contact Vic Valentine by email at vic@equality-network.org


	Post: 
	Finance & Business Coordinator
	[For Office Use Only]

	

	Please complete this form in type or write clearly in black ink
To help ensure equal opportunities, this page and the next one will be separated from your application when we receive it. Those pages will not be seen by the panel which assesses applicants’ knowledge, skills and experience.


	Your contact details

(You can apply using your preferred name if different from your legal name)



	Initials or forename:
	
	Surname:
	

	Preferred pronouns:


	Address:
	Contact numbers, including telephone and email

	
	Home telephone:

Daytime telephone:


Email:


	

	

	Please complete this declaration after completing the rest of the form

	

	The information in this application is a true record of my personal situation

If submitting by email, insert a scanned copy of your usual signature

	

	Signature:


	
	         Date:
	
	

	Disabled applicants


	Disabled applicants who meet the requirements of the person specification will be guaranteed an interview. The Equality Network uses the definition of disability given in the Equality Act 2010.



	Are you disabled, as defined in the Equality Act 2010?

	Yes
	
	No
	

	

	Ensuring equal access to the interview process

	The Equality Network is committed to ensuring that disabled people are able to compete at interview on equal terms. We will make any reasonable adjustment necessary to the interview process to make this possible. This could involve providing equipment or personal assistance at the interview. It could also involve taking account of factors which may affect your performance at interview and adjusting the interview process to ensure that you are not disadvantaged.



	Do you need any special provisions or facilities at an interview?

If yes, please give details in the box below
	Yes
	
	No
	

	

	

	

	

	


	Courses and qualifications

	Please list courses attended and qualifications you have gained, starting with the most recent.


	Courses and qualifications
	School/College/Agency
	Duration of course

	
	
	

	


	Previous experience (this can be paid or unpaid work).  Please show most recent first.



	Name of employer
	Paid or 

unpaid
	How long employed
	Post and main duties

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Knowledge, skills and experience

	Please state how your knowledge, skills and experience meet the person specification for this post.  Please answer each question. If you do not have the relevant experience, knowledge or skills, please refer to any relevant experience that would illustrate your ability to develop these skills. Use as much space as you need.

	1. Experience of the range of finance functions needed by a charity, including payments, expenses claims, company credit cards, invoicing, processing donations, petty cash, bank reconciliation, payroll and pension.

	

	2. Experience of using accounting software (ideally Sage Business Cloud), other applications such as spreadsheets and databases, and online financial services including banking and fundraising portals.

	

	3. Experience of budget management and the preparation of financial management reports.

	

	4. Experience of external audit including the delivery of accurate and complete information to the auditors.

	

	5. Experience of developing and implementing business operating procedures, eg for finance and HR.

	

	6. Experience of office management.

	

	7. Strong interpersonal skills including the ability and flexibility to work sympathetically, cooperatively and effectively with colleagues and with a wide range of external contacts.

	

	8. Commitment to equality and diversity.

	

	9. Experience of the organisation of activities such as conferences, fundraising events or similar (this is a desirable part of the person specification, not an essential part).

	

	10. Experience of LGBTI equality issues (this is a desirable part of the person specification, not an essential part).

	


	Please email your completed form to vic@equality-network.org, to arrive by the deadline of 9.00 am, Monday 8th November 2021



	

	

	

	
	
	[For Office Use Only]



