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APPLICATION FOR EMPLOYMENT
Please complete all sections of this form in black ink or type using Font size 11 or larger.  If you require a copy of this form in an alternative format (e.g. large print) please call the number quoted in the advert.  Please refer to the guidance notes on the last page of this form before completing. 

Applications will only be accepted from candidates that are eligible to live and work in the UK. 

Personal Information

	Name 
	     

	Home Address
Including postcode
	     


	Phone/Email details. Please tick the preferred option.

	Home
	     
	
	Mobile
	     
	

	E:Mail
	     
	


	National Insurance Number
	     

	Nationality at Birth
	     
	Present Nationality
	     

	Dual Nationality
	Yes   No 
	If yes please let us know  both nationalities
	              


	Do you have the right to work in the UK? 
	Yes 
	No 

	Please refer to the General Information for Applicants guidance.


	Do you have any unspent criminal convictions?

Please refer to the General Information for Applicants guidance.
	Yes 
	No 

	If Yes please specify:


General Information
	Historic Environment Scotland operates a Guaranteed Job Interview Scheme. Under this Scheme, all candidates who consider themselves to be disabled in terms of the Equalities Act 2010, and who meet all the essential criteria of the post, will be guaranteed an interview.  All the essential criteria (including competencies) are listed on the job description.

	Do you claim a guaranteed interview under the ‘Guaranteed Job Interview Scheme’.
	Yes    
	No   

	Historic Environment Scotland is committed to promoting a culture of equality and diversity. We seek to be an inclusive organisation, where diversity is valued with the ability to recruit and retain a diverse workforce that reflects the local communities it serves.

We endeavour to ensure that all staff members, job applicants and members of the public are treated fairly and with respect irrespective of age, gender, disability, gender reassignment, marriage and civil partnership, race, religion, pregnancy and maternity or sexual orientation – the protected characteristics as outlined in the Equality Act 2010.

	If invited to an interview would you require any particular arrangements or adjustments made? If so please give details below:

	     



	Are you related to any employee of Historic Environment Scotland?
	Yes 
	No 

	If yes, please provide their name, occupation and the nature of your relationship.

	     

	Note: Any candidate who directly or indirectly canvasses an employee of Historic Environment Scotland will be disqualified from the recruitment process.


Education
You made be asked to supply evidence of these as part of pre-employment checks

	Please confirm that you hold a qualification in Mathematics and English at SVQ Level 4 (e.g. Standard Grade/National 4) or above/equivalent? 
	Yes   No 

	Note: If application is successful candidates may be asked to provide proof of qualifications. Failure to produce valid documentation will result in candidates being removed from recruitment process. 


Skills and Experiences 
You should use this section below to provide us with a statement of how your knowledge, skills and experiences are relevant to a Visitor Operations role. Applicants should give particular consideration to the following: 

· Skills/Experience delivering excellent customer care.

· How to organise a busy workload.

· Skills/Experience working in a team.

· Any additional knowledge/experience which would enhance customers experience when visiting an HES site. 

	Your statement should not exceed more than 500 words. 
     



Post Selection 
From the posts available (please see job advert) Please select up to three positions you wish to apply for, in order of preference with 1 being your first choice. Information about which sites have vacancies and the hours available can be seen on the job advert. 
	Site
	Hours

	1. 
	

	2. 
	

	3. 
	


References 
· Please give details of two employment references - one of which must be your present employer or if not currently employed your most recent employer. 
· If you have only had one employer then your second reference should be a character reference. 
· If you have never been employed or if you are still in or have recently left full-time education please provide the name and address of the last school/college/university you attended with the name and contact details of someone who is familiar with your work, conduct etc.  Your second reference should be a character reference. 
* Please indicate if this is an employer, character or academic reference.
	1st Reference  Name
	     
	2nd Reference Name
	     

	Employer 

Character 

Academic
	*     
	Employer 

Character 

Academic
	*     

	Address
	     
	Address
	     

	Telephone
	     
	Telephone
	     

	Email
	     
	Email
	     

	Business/Occupation
	     
	Business/Occupation
	     


We will request references only if you are the successful candidate

Data Protection Statement
	The information that you provide on this form and that obtained from other relevant sources and enclosures will be used to process your application for employment. The personal information that you give us will be used in a confidential manner to help us monitor our recruitment process.
If you succeed in your application and take up employment with us, the information will be used in the administration of your employment with us and to provide you with information about us or third party via your pay slip. We may also use the information if there is a complaint or legal challenge relevant to this recruitment process.
We may check the information collected with third parties or with other information held by us. We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds, or in other ways as permitted by law.

By signing the application form we will be assuming that you agree to the processing of sensitive personal data in accordance with our registration with the Data Protection Commissioner.


Declaration
By signing this section:

I declare that the information contained in this form and all sections is true and understand that if I am successful in this application, but any statement is subsequently discovered to be false or misleading, Historic Environment Scotland may withdraw any offer of employment or dismiss me from the employment.
I understand that all initial offers of employment are conditional and subject to references, medical evidence, satisfactory Disclosure Scotland check (or country of residence equivalent) and the eligibility to work in the United Kingdom, all of which must be satisfactory to Historic Environment Scotland
If completing electronically then an electronic signature is acceptable for this application and if successful then you will be required to sign again by hand.  

	Signature
	     
	Date
	     


When completed, please return this form to the email address or postal address given in the job advert/application pack.

Please ensure that this form arrives before the closing date given in the advert.

Thank you for taking the time to apply to Historic Environment Scotland.
	            Historic Environment Scotland – Longmore House, Salisbury Place, Edinburgh, EH9 1SH



	            Scottish Charity No. SC045925

	            VAT No. GB 221 8680 15
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