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Job Application 

Guidance Notes for Applicants on Filling in the Application Form

Please read these notes carefully – they are to help you make the best of your application.

1. Please complete and return this form by email. 
2. Please do not send in your Curriculum Vitae.

3. One of your references should be your present or most recent employer.  If you have not been employed or have been out of employment for a long time, you may wish to give the name of someone who knows you sufficiently well to confirm the information you have given and to comment on your ability to do your job.  

4. The enclosed Person Specification lists the minimum essential requirements for this post.  When short listing for interview, the selection panel will only consider the information contained in your application form and assess this against the Person Specification.

5. It is not the responsibility of the Selection Panel to make assumptions about the nature of the work you have done from a list of job titles.  It is therefore important that you use the space provided to detail your experiences and skills.  Neither is it enough for you just to state that you meet the requirements, you must demonstrate this to the panel.  Work, paid or voluntary, is not the only means of showing that you meet the requirements of the post.  Life experience and skills are just as valid, so long as you are able to demonstrate this.

6. If you are short listed for interview, the Selection Panel will wish to discuss the areas covered in the Person Specification in more detail. In particular the Panel will assess your commitment to and understanding of Diversity & Equal Opportunities. 

7. If you are related to any member of staff, board member, consultants, contractors or suppliers to the Association – this should be clearly shown on the relevant part of the form.  This will not necessarily be detrimental to your application.

8. A Disclosure Scotland check will be conducted for the successful candidate

If you have emailed the application back you will be asked to sign it if called for interview.
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JOB APPLICATION FORM

In Confidence

Post applied for:
HOUSING OFFICER:




Closing Date:  Friday 9th October at 10.00am     


RETURN TO: Recruitment@evh.org.uk
Applications received after this time will not be considered.

Please complete all questions

Personal Details

Forename
Surname: 


Address:





Postcode:

Home Tel No:
Mobile Tel No:
Email address:

Do you have a current driving licence? 

Do you have access to a car for work purposes?

Are you insured for business purposes? 
Immigration, Asylum & Nationality Act 2006

The Immigration, Asylum and Nationality Act 2006 make it an offence to employ anyone who is not entitled to live or work in the UK. All applicants selected for interview will be required to provide evidence that they are entitled to live and work in the UK. This will depend on your nationality, and what kind of permission you have. Please consult, Prove your right to work to an employer: Overview - GOV.UK to determine what documentation you will be required to provide. 
Do you currently have the right to work and live in the UK? 
      YES/NO
(please delete as appropriate)

Assistance for people with disabilities
We are committed to being an Equal Opportunities Employer and do not discriminate in any way.

If you consider yourself to have a disability are there arrangements that we can make to assist/adapt for you if you are called to interview or if successfully employed?  Please give details below.
References

Please give details of two referees. They should be qualified to comment on your ability for this appointment and should include a referee from your current or most recent employer. East Kilbride and District Housing Association does not accept references from family members. 

Reference 1 (present or 

most recent employer)  


Reference 2

Job Title:




Job Title:

Name:





Name:
Company




Company 

Address:




Address:
Tel No.  …………………………    

Tel No. …………………………       

Email Address…………………
           Email address …………………..….

Availability

Are you available on the proposed interview date Thursday 22nd October 2026? 

What is your notice period if applicable?

When would you be available to take up employment?

	Present Employer (Or if now unemployed, details of last employment)

Employers Name:


                    From:                    To:

Address:




         Job Title:

Type of Business                                        Current Salary £ 



	


Please give a brief description of your present job.

Please give your reasons for seeking new employment.

Previous Employment to Date (Continue on a separate sheet if necessary)

Please give details on your previous paid or unpaid work or any other relevant experiences that you would like to mention, starting with the most recent.

	From –To
	Employer
	Salary


	Job Title/Duties
	Reasons for Leaving

	
	
	
	
	


Potential Conflicts of Interest

Do you have any business commitment which makes demands upon your time or which have the potential to represent a conflict in interest with the job you are applying for?  If so, please give a brief description:

	Other Information

Please supply any other information about yourself that you feel will support your application: You can continue this on a separate sheet.




Education and Qualifications
Please list any relevant qualifications obtained:

	Subject
	Class/Grade Result
	Qualifications Obtained

	
	
	


Professional Qualifications Held   

Professional Body:


Level of Membership:


Date of Registration:


By Examination or Election?
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Please describe how your experience, skills and knowledge would enable you to meet the person specification for this post. You should try to show evidence in this section of how you satisfy the criteria as defined in the attached person specification. Stating that you meet the criteria in the person specification alone does not demonstrate this to the interview panel. You should provide examples and evidence demonstrating your skills and experience. Paid employment or voluntary work is not the only indicator that you meet the requirements of the post. As long as you can demonstrate the relevance to the post, life experience and skills are as important.
	(E = essential    D = desirable)

	EXPERIENCE
	Demonstrable housing management experience.

	E
	

	
	Broad experience and working knowledge of arrears control, housing benefit issues, landlord and tenant relations, neighbour disputes, void management and allocation. 

	E
	

	
	Tenancy sustainment experience with a particular focus on new tenancies 


	E

	

	
	Experience of welfare benefit case management and advocacy work.
	D
	

	
	Experience of writing and presenting reports. 
	E
	

	
	Experience and knowledge in working with IT systems. E.g., SDM 
	D
	

	
	Awareness of the sector’s regulatory and governance requirements.
	D
	

	
	Strong IT literacy in Word, Excel, Access and other software packages  
	E
	

	KNOWLEDGE & UNDERSTANDING
	Good knowledge of welfare benefit legislation, policy and good practice.
	D
	

	
	Experience of working effectively with a voluntary board or committee.
	D
	


	
	Good communication skills both written and oral.
	E
	

	
	Ability to plan and prioritise effectively, in order to achieve demanding personal and team targets and deadlines.

	E
	

	
	Effective organisational and administrative skills.
	E
	

	
	Excellent people skills and able to relate to a wide range of people at all levels.
	E
	

	
	Leads by example, is trusted, motivational and inspiring, while living the EKHA values.
	E
	

	                                          SKILLS & ABILITIES
	Strong influencing skills.
	E
	

	
	Ability to cope calmly with competing demands, use own initiative and work as an effective team member.
	E
	

	
	Commitment to social housing and high-quality service delivery.
	E
	

	
	Ability to maintain confidentiality.

	E
	

	
	The ability to organise and plan effectively 
	E
	


	EDUCATION/
QUALIFICATIONS
	

	
	Evidence of continuing professional development.
	E
	


	                GENERAL
	Able to work flexible hours, including regular evenings and occasional weekends and travel to locations EK-wide as required

	E
	

	
	Competent and appropriate IT skills, willing to embrace social media and digital solutions for the benefit of customers.

	E
	

	
	Ability to align with and promote Association values in day to day working

Empowerment, Kindness, Holistic, Agile


	E
	


Disability

We encourage applications from disabled people. Please ensure that you fill out the Diversity and Equal Opportunities Form, which will be kept separate from the selection process. If short-listed, you will be asked at a later stage about any requirements for the interview. If you wish to discuss any concerns about your disability in relation to the job or the short-listing process please contact the Chief Executive in confidence at Tel: 01355 227751 or Email : ayoung@ekdha.co.uk
Rehabilitation of Offenders Act 1974

The Rehabilitation of Offenders Act 1974 enables some criminal convictions to become spent or ignored after a “rehabilitation period”. Excepted posts are those to which the Rehabilitation of Officers Act 1974 (Exceptions) Order 1975 applies. You may be entitled to withhold information about convictions that are “spent” under the provision of the Act. In the event of employments, any failure to disclose could result in dismissal or disciplinary action by your employer. If selected for interview you will be required to complete a criminal convictions declaration form that will only be reviewed if an offer of employment is being made. 

Canvassing

Canvassing directly or indirectly in connection with the appointment shall disqualify your application. If discovered after appointment you will be liable to dismissal.

Relationships

If you are related to any Board Member or employee of East Kilbride Housing Association or anyone who has been in this category within in the last 12 months please provide details below.Hous
Are you related to any consultant or supplier to the Association?


YES

NO

If yes, please provide details:

Declaration

I have read this application form fully and I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete.  I understand that if it is subsequently discovered that any statement is false or misleading, or that I have withheld any relevant information my application may be disqualified or, if I have already been appointed, I may be dismissed without notice.

Signed....................................................     
Date.....................................................

If you have emailed the application back you will be asked to sign it if called for interview.

Note to all applicants

You will be asked to provide original documentary evidence of any qualifications that you possess.

Prior to taking up appointment appropriate documentation demonstrating proof of date of birth and a Disclosure Scotland check will be required.

In accordance with the Data Protection Act 2018 the information that you provide us with for the purposes of recruitment and selection shall be stored confidentially and securely and confidentially disposed of after 4 months have elapsed.
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