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Application Form

IMHA ADVOCACY WORKER 
(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 E-MAIL YOUR COMPLETED APPLICATION TO ADMIN@MINDINCROYDON.ORG.UK
	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 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

Please note that your data will be retained on paper and electronically for a reasonable
period of to be considered in case any further vacancies arise

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 fill 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:
	

	Company name and address:
	
	Company name and address:
	

	Postcode:
	
	Postcode:
	

	Contact No
	
	Contact No
	

	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:
	
	
	

	Relation-ship:
	
	
	

	Address:
	
	
	

	Postcode:
	
	
	

	Contact No
	
	
	

	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 and what particular skills or interest you would be able to offer. 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 in turn, 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 answer all the items on the person specification as listed below, in this way. (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).  
	1. KNOWLEDGE AND EXPERIENCE 
1.1 Please provide evidence with examples that you have at least 1 years’ experience of working with people with a mental health problem


	1.2 Please provide evidence with examples that you have at least 1 years’ experience of hospital and community mental health services


	1.3 Please provide evidence with examples that you have at least 1 years’ experience of Health Service, Social Services and voluntary sector structures


	1.4  Please provide evidence with examples that you have at least  years’ experience of Equal Opportunities issues


	1.5 Please provide evidence with examples that you have at least 1 years’ experience of operating in a multi-racial setting


	1.6 Please provide evidence with examples that you have at least 1 years’ experience of working as a mental health advocate


	1.7 Please provide evidence with examples that you have at least 1 years’ experience of relevant mental health and community care legislation


	1.8  Please provide evidence with examples that you have at least 1 years’ experience of NHS and Social Services complaints procedures


	2. EDUCATION 

2.1 Please confirm that you have completed and gained the full qualification, the Level 3 Certificate in Independent Advocacy (4 core modules) and the additional specialist module of Independent Mental Health Advocacy (IMHA). Details of the qualification can be found here:  https://www.blackbeltadvocacy.com/certificate-in-advocacy. The reason for this is that our service holds the Advocacy Quality Performance Mark (QPM) from the National Development Team for Inclusion (NDTi) and one of the requirements is that all Advocates within our service have to hold the qualification for our service to remain compliant with the QPM


	2.2
Please provide evidence with examples that you have a high level of literacy



	3. SKILLS AND ABILITIES

3.1  Please provide evidence with examples that you have excellent skills and abilities in communicating effectively with people in distress


	3.2 Please provide evidence with examples that you have excellent skills and abilities in communicating and negotiating effectively with professionals both in writing and at multi-disciplinary meetings


	3.3 Please provide evidence with examples that you have excellent skills and abilities in communicating effectively across cultural boundaries


	3.4 Please provide evidence with examples that you have excellent skills and abilities in working under pressure and coping with stress


	3.5 Please provide evidence with examples that you have excellent skills and abilities in acquiring relevant knowledge


	3.6 Please provide evidence with examples that you have excellent skills and abilities in effective time management
3.7 Please provide evidence with examples that you have excellent skills and abilities in working co-operatively as part of a small team


	3.8  Please provide evidence with examples that you have excellent skills and abilities in maintaining the requirements of a confidentiality policy


	3.9 Please provide evidence with examples that you have excellent skills and abilities in working independently and taking initiative 


	3.10 Please provide evidence with examples that you have excellent skills and abilities in using computers ie word processing, databases and spreadsheets 


	3.11 Please provide evidence with examples that you have excellent skills and abilities in developing links with community service user groups in different settings


	3.12 Please provide evidence with examples that you have excellent skills and abilities in speaking and writing fluent English and explaining complex information face to face, over the ‘phone and in writing


	3.13 Please provide evidence with examples that you have excellent skills and abilities in writing clear and concise case records


	4. PHYSICAL REQUIREMENTS 

4.1 Please confirm that you are sufficiently healthy and able to carry out the duties in the job description. We are always happy to make adaptations where reasonable. The present Advocacy office is on the first floor of a building where unfortunately there is no lift. There is a disabled toilet on the ground floor but not on upper or lower floors. Much of the work will also need to be done in other settings (mostly hospital sites).



	4.2 Please confirm that you have sufficient mobility to travel to other parts of the Borough and beyond as this is required. (NB: Use of a car is desirable but not essential)


	4.3 Please confirm that you have the ability to operate in a Covid secure facility for example, inpatient units where the use of PPE is mandatory
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