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Application Form

HEAD OF FINANCE AND RESOURCES
(N.B. please use black ink throughout)

A CV may be enclosed but we will only recruit on the basis of what is in the application form.
PLEASE NOTE THAT WE CANNOT ACCEPT EMAILED APPLICATIONS UNDER ANY CIRCUMSTANCE. ALL APPLICATION FORMS MUST BE SIGNED ORIGINALS

	Surname:
(block letters)
	
	Title:
	Mr/Mrs/Miss/Ms/Other (please state)

	Forenames:

(block letters)
	

	Address:


	(If this is a temporary address please also give your usual home address)



	Postcode:
	
	
	


CONTACT TELEPHONE NUMBERS AND TIMES AVAILABLE

	Home
	/

	Work:
	/

	Mobile
	/

	Email:
	/


 I confirm that the information given in this form is true.  I understand that false information information may make me liable for dismissal if I am appointed

	
	
	
	

	Signed:
	
	Dated:
	


Note: If you have not been contacted four weeks after the closing date, you may assume your application has been unsuccessful

Education
(please note that original qualification certificates will be required if you proceed to further stages of the selection process)
	Qualification attained / Examination results
	Name and address of academic institution / school

	
	


Professional qualifications and development
(please note that original qualification certificates will be required if you proceed to further stages of the selection process) Indicate any professional qualifications attained and any relevant professional training and development
	Qualification attained / Training undertaken
	Dates
	Institution, name and address

	
	
	


PREVIOUS EMPLOYMENT

(Please begin with the most recent employment and provide details of full and part time employment including any career breaks over the past 10 years)
	Job Details

(Include brief description of duties, address including department or section where employed, and contact name of e.g. HR Manager or Line Manager at previous employment)
	Dates 

(from  - to)
	Final Salary
	Reason for Leaving

	
	
	
	


	Job Details Continued
(Include brief description of duties, address including department or section where employed, and contact name of e.g. HR Manager or Line Manager at previous employment)
	Dates 

(from  - to)
	Final Salary
	Reason for Leaving

	
	
	
	


UNPAID/VOLUNTARY WORK EXPERIENCE

	


WORK STATUS
	Are you a citizen of the United Kingdom or state of the European Union?
	
	Yes
	
	No

	
	
	
	
	


	If the answer is NO do you have a work permit/permission to work in this country?
	
	Yes
	
	No

	
	
	
	
	


[In order to comply with section 8 of the Asylum and Immigration Act 1996 all persons offered employment will be required to show proof of the right to work in the United Kingdom. 
Appointment to the post concerned will be dependent on proof being received.]
	When would you be free to take up this post?
	


REHABILITATION OF OFFENDERS ACT
Please note that all applicants may be required to undergo criminal record checks as provided by the DBS. This record check will include details of cautions, reprimands or final warnings, as well as convictions. A criminal record will not affect your chances for a post unless it makes you unsuitable for appointment. In making this decision, the nature of the offence, how long ago and what age you were when it was committed, and any other relevant factors will be considered.  Any information received will then be kept in strict confidence and will be stored securely during the recruitment and selection process. If these checks reveal evidence which makes you unsuitable for the post, the right to dismiss without notice at any time is reserved. By signing this application you are giving your consent to these checks being carried out at any time during your employment.

Applications from ex-offenders for this vacancy are welcomed and will be considered on their merit. Convictions which are irrelevant to the job will not be taken into consideration, but you are required to disclose all convictions, including those which are spent by virtue of the Rehabilitation of Offenders Act 1974.

Have you ever been convicted of a criminal offence? Please answer YES or NO

If your answer is YES, please give details of date(s) of offence(s) and sentence(s) passed.
	
	
	
	

	Signed:
	
	Dated:
	


REFEREES Please give names of three people who we can ask for a reference – two employers and one personal. If you are in, or have just completed, full-time education one referee should be from your school/college. If you are in employment, one referee must be your present employer. If you are unemployed, one referee must be your last employer. If you have been unemployed for some time, your employer referees should be people who know you in a work capacity whether that work is voluntary or educational. None of your referees should be people who are related to you.
	EMPLOYER REFEREES
	

	1. Name:
	
	2. Name:
	

	Position:
	
	Position:
	

	Relationship:
	
	Relationship:
	

	Address:
	
	Address:
	

	Postcode:
	
	Postcode:
	

	Contact No/email
	
	Contact No/email
	

	Do you give us permission to contact them 
before the interview?                                     YES / NO
	Do you give us permission to contact them 
before the interview?                                    YES / NO

	If ‘No’ please give reason
	If ‘No’ please give reason


	PERSONAL REFEREES
	

	3. Name:
	
	
	

	Position:
	
	
	

	Relationship:
	
	
	

	Address:
	
	
	

	Postcode:
	
	
	

	Contact No/email
	
	
	

	Do you give us permission to contact them 
before the interview?                                     YES / NO
	

	If ‘No’ please give reason
	


Please, on the following pages tell us why you think you would be able to do this job. This is a most important part of your application and the decision on whether or not to short-list you will be made in part on the evidence produced here as to how well you meet the essential and desirable qualities in the person specification. Please could you address each item on the Person Specification, and provide clear evidence that you meet each requirement. 

So, for example, if there were an item which stated ‘You must have at least one year’s work experience in advice work, with a significant Welfare Benefits Advice component. Experience gained as a volunteer can be counted if it is of equivalent quality to professional experience’’, your evidence of meeting this requirement might be: “From 1998 to 2001 I worked in a variety of settings including Age Concern, Shelter and Scope ensuring individuals were securing their entitlements to Welfare Benefits. I helped people with filling in applications for benefits, advised on appeals and represented individuals at tribunals”.  If there were an item which stated ‘Ability to work alone on specific tasks’ your evidence of meeting this requirement might be: “I am able effectively to plan and develop work, alone and using my own initiative. When I worked at Shelter I developed a successful information service for those seeking information about housing in local areas. I was able to juggle a heavy workload whilst meeting competing deadlines. For example, I offered information interviews weekly, supported a team of 10 volunteers, edited and formatted a 20-page newsletter, updated and oversaw the development of an Access database and was responsible for monitoring and evaluating related statistics” We prefer examples to be provided from your working life – paid or voluntary but where this is not possible can be from student life, or any other area of your life which can be used to demonstrate your abilities, experience, skills, personal qualities etc. Please ensure that when you complete this section you address all the items on the person specification (Continue on a further sheet if you wish but please do not write on both sides of the paper and make sure that on each page you write your name and the job title you are applying for).  
	EXPERIENCE
1.1 to 1.5 Please provide evidence with examples of how you meet all these points on the person specification
1.1  Budget setting and preparation of management accounts 



E


1.2   Processing accounts on a computerised accounting package


E 

1.3  SAGE 50 experience 








D

1.4  Demonstrable experience of charity financial management including SORP 

and Charities Act 









E

1.5  Demonstrable experience of managing the annual audit and producing 

    annual statutory accounts                                                                                           E
1.6 to 1.10 Please provide evidence with examples of how you meet all these points on the person specification
           1.6 Working at a senior level in a finance team for at least 3 years 


(preferably in the charitable or not for profit sector)




E




1.7  Overseeing payroll (which is outsourced), dealing with any subsequent 

searches/appointment of new payroll firm if necessary




E


1.8  Demonstrable experience of producing reports to different stakeholders 
E


1.9  Demonstrable experience of project accounting 




E


1.10 Understanding/experience of Gift Aid claims




E


	SKILLS, KNOWLEDGE AND ABILITIES
1.11 to 1.14 Please provide evidence with examples of how you meet all these points on the person specification 
           1.11 Excellent numeracy and financial awareness




E


1.12 High level of technical knowledge of accounting standards


E

1.13 Ability to produce complex financial reports that are accurate and clear for a range of users, including forecasting






E


1.14 Excellent knowledge of internal financial controls                                            E
1.15 to 1.19 Please provide evidence with examples of how you meet all these points on the person specification 
1.15 Good general computer literacy with a good knowledge of the Windows environment and its applications, including extensive Excel data manipulation/calculation 








E

1.16 Attention to detail and accuracy






E

1.17 Able to communicate successfully with a wide range of people 


E

1.18 Able to bridge the strategic and detailed operational domains 


E

1.19 Proven ability to analyse complex financial information making 

informed financial judgements and recommendations




E
1.20 to 1.23 Please provide evidence with examples of how you meet all these points on the person specification 
1.20 Ability to manage a diverse workload, working to tight deadlines and 


dealing with conflicting priorities







E
1.21 Ability to work as part of a small team and be flexible according to the needs 

        
of the organisation









E


1.22 Knowledge of purchasing processes to tender for e.g. new telecoms, 

         
IT equipment/systems, photocopying equipment, furniture etc. for 


the whole organisation, getting best price and dealing with after sales 

        
issues 










D

1.23 Knowledge of credit control, chasing invoices and payments, ability to 

create a credit control system for late payments




E
1.24 to 1.32 Please provide evidence with examples of how you meet all these points on the person specification 
1.24 Understanding of wider organisational management functions, including HR issues such as grievances and disciplinaries, investigations, hearings and helping with crisis and conflict resolution in the workplace including complaints handling, in order to be a full member of the Senior Management Team



E


1.25 Basic knowledge of health and safety legislation and the impact of this on 

our sites 










E

1.26  Abilities in dealing with sales ledger invoicing




E
1.27  Good communication skills







E
1.28  Commitment to equality of opportunity





E

1.29 Understanding of, and commitment to the aims and values of 
 Mind in Croydon








E

           1.30 A drive to improve how we do things





E


1.31 A problem solving attitude







E

1.32 Demonstrable change management skills 





E



	EDUCATION/TRAINING
1.33 Please provide evidence with examples of how you meet this point on the person specification
1.33 Fully Qualified: ACA/FCA, or ACCA/FCCA, or CIMA or CIPFA 


E


(or working towards and qualified by experience)
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