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ICT Officer
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Fixed-term to 30 November 2028








CONFIDENTIAL






Application for Employment
(Applications must be typed)

ICT Officer
(Part-time, 14 hours per week, Fixed-term to 30 November 2028)

The response boxes in this application form will automatically increase to accommodate your responses.  
  
	Personal Details

	Initial(s)
	

	Surname
	

	Address



	

	National Insurance number
	

	Home telephone number
	

	Mobile telephone number
	

	Work telephone number
	

	Can we contact you at work?
	Yes/No

	Email address
	



Cernach Housing Association will use the personal information you provide in this form to assess your application and manage the recruitment and selection process.  

This may include assessing your application, shortlisting, interviewing and making a recruitment decision.

Information relating to unsuccessful applications, including application forms, shortlisting information and interview notes, will normally be retained for three months after the recruitment process is completed, in line with our Data Retention Policy, and will then be securely disposed of.

We process personal information in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and our data protection policies.  Further information about how we use your personal information and your data protection rights is available in our Privacy Notice.  
You must submit a completed application form.  A CV cannot be accepted in place of this form.  Please complete all relevant sections of this form fully and accurately so that we can give your application full consideration.  If a question or section does not apply to you, write ‘Not applicable’ rather than leaving it blank.  

The Association operates a dress code requiring all staff members to dress in a neat, tidy, and businesslike fashion at all times.

Cernach Housing Association operates a comprehensive Equality and Human Rights Policy and strives to ensure that all individuals, groups, or organisations who interact with us, require our services, or are employed by (or serve) the Association in any capacity are treated with absolute equity, dignity, and respect.

In alignment with our regulatory duties under the Equality Act 2010 and the Scottish Housing Regulator’s Standards of Governance, we maintain a strict zero-tolerance approach to any form of discrimination, harassment, bullying, or victimisation.  This protection applies to everyone, whether direct or indirect, on the basis of the nine protected characteristics:

· Age
· Disability
· Marriage and civil partnership
· Pregnancy and maternity
· Race
· Religion or belief
· Sex
· Gender reassignment
· Sexual orientation

Equality Monitoring & Data Protection
To help us meet our statutory reporting requirements to the Scottish Housing Regulator, we request that you complete our separate Equality Monitoring Form.  In strict compliance with UK GDPR and the Data Protection Act 2018, this monitoring data is fully anonymised, kept entirely separate from your application form, and is never made available to the shortlisting or interview panel. 

Alternative Formats & Reasonable Adjustments
If you require this application form or any accompanying documentation in an alternative format (such as larger font, audio format, or translated into another language), please contact the Association office.  If you are selected for an interview, we are fully committed to making reasonable adjustments and will proactively accommodate any requirements you may have in relation to building access, scheduling, or communication. 

Education

If selected for interview you will be required to bring with you the original certificate(s) of all qualifications referred to in this application.  This extends to membership of professional bodies.

Secondary School Education

	Qualifications obtained
	Please state level of pass/grade

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Further/Higher Education

	Name of College/University
	Course of study
	Grade/result

	
	
	

	
	
	

	
	
	



Member of Professional Bodies

	Name of professional body
	Membership category/grade

	
	

	
	





Job-related training courses

Please list any training/short courses you have taken that you consider to be relevant to the post of ICT Officer.

	Course
	Details

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





Employment history

Please give details of your past and present paid or voluntary work, starting with the most recent.  Account for your entire career history, including career breaks, using dates and a brief description where needed.  You do not need to provide sensitive personal details about a career break. 

	Current or most recent employment

	Name and address of employer
	

	Start date
	

	End date
	

	Salary
	

	Reason for leaving
	

	Position held
	

	Key duties
	












	Previous employment (please insert additional rows as necessary)

	Name and address of employer
	

	Start and end dates
	

	End date
	

	Salary
	

	Reason for leaving
	

	Position held
	

	Key duties
	













	

	Name and address of employer
	

	Start date
	

	End date
	

	Salary
	

	Reason for leaving
	

	Position held
	

	Key duties
	

















Information in support of your application

Use the supporting statement to explain why you are interested in this post and summarise your relevant strengths.  You may also include other relevant information not covered elsewhere in this application.

	








































Further information relevant to your application

We wish to compare your experience, skills and knowledge with the requirements of the post.  You should therefore demonstrate and evidence how you satisfy each requirement, providing examples where applicable.  The examples/evidence do not have to be from paid work, but can also be from volunteer work or education-based experience. 

The selection panel will not consider candidates who do not meet all the essential requirements, therefore please complete all sections.  

The boxes will expand as you type and please continue on separate sheets as required.

*”E” denotes an essential requirement and “D” denotes one that is desirable.

	Requirement
(Skills, abilities, experience required)
	*E/D?
	Compliance
(how you consider you meet the 
requirement, with examples)

	Experience of providing ICT support within an organisational environment 
	E
	





	Experience managing and maintaining Microsoft 365 environments
	E
	



	Experience supporting ICT infrastructure including laptops, desktops, mobile devices and telephony systems
	E
	

	Experience of working with third-party ICT providers, contractors and software vendors 
	E
	

	Ability to prioritise ICT support requests and planned project work within agreed working hours, maintain clear records and handovers, and escalate issues appropriately to management or third-party ICT providers.
	E
	

	Experience of conducting staff ICT skills analysis, provide tailored staff training and produce end user documentation 
	E
	

	Strong attention to detail and commitment to information security 
	E
	

	Experience of SharePoint administration, migration or development projects
	D
	

	Experience within a housing association, public sector or regulated environment
	D
	

	Understanding of Cyber Essentials Plus requirements
	D
	

	Knowledge of business continuity principles
	D
	

	Relevant qualification in Information Technology, Computer Science, Cyber Security or related discipline
	D
	

	Professional ICT certification (e.g. Microsoft, CompTIA, Cyber Security, ITIL)

	D
	



Interviews (if you are shortlisted)

Interviews are planned for Monday 7 December 2026.  Are there any restrictions on when you could attend for interview?		
Yes/No
If yes, please specify:

If selected for interview would you require any special arrangements (for example, relating to access or communication)? 	
Yes/No
If yes, please specify:

The Association is a Disability Confident Employer and operates a job interview guarantee scheme.  This means that if you have a disability and meet the minimum requirements outlined within the job description, you will be guaranteed an interview.  However, some disabled people prefer not to take this option, so please select your preference if you are a disabled candidate.  The definition of disability is outlined on the within the Equality Act 2010.

Do you wish to participate in the job interview guarantee scheme?		

Yes/No or not applicable

References

Please give the contact details of two referees, including your present or most recent employer where available.  If you cannot provide an employer reference, please contact us to discuss a suitable alternative, such as an academic or voluntary-work reference.  We will request references at the conditional-offer stage and will obtain your permission before approaching your current employer. 

	
1.
	
Name

	
	
2.
	
Name
	

	
	
Address

	
	
	
Address
	

	
	
Postcode

	
	
	
Postcode
	

	
	
Tel. No.

	
	
	
Tel. No.

	

	
	E-mail address
	
	
	E-mail address
	

	
	
Occupation/ Position held
	
	
	
Occupation/ Position held
	









General information and declaration

	How soon after a job offer would you be able to start?
	

	If you are related to any employee or Committee member of Cernach Housing 
Association or anyone who has been employed as a staff member or has served on the Management Committee in the last twelve months, please provide details of the name 
and relationship.  (If not applicable, then please state this).


	Do you have any other commitments which make demands upon your time or any business connection which has potential to represent a conflict of interest with the job you are applying for?

Please answer “yes” or “no”.  If you answer “yes”, please provide details.






The Immigration, Asylum and Nationality Act 2006

Cernach Housing Association must verify that every successful applicant has the right to undertake the work offered in the UK before employment begins. We will carry out the appropriate prescribed check under the applicable right-to-work legislation and Home Office guidance.  The Immigration, Asylum and Nationality Act 2006 makes it a criminal offence to employ individuals who do not have the right to work in the UK. 

By submitting this application, you acknowledge that any offer of employment is strictly conditional upon providing valid proof of your right to work.

If you are shortlisted for an interview, you will be required to provide evidence of your status via one of the following methods:

· British and Irish Citizens: An original, valid passport (or an expired passport if identity is clear), or a full UK birth/adoption certificate combined with an official document issued by a government agency (e.g., HMRC or DWP) showing your name and National Insurance number.

· Non-British / Non-Irish Citizens: A 9-character online Share Code (generated via the official GOV.UK 'Prove your right to work' service) along with your date of birth, to allow us to conduct a secure online check.


Please do not send original documents or share codes with this application form. They will be requested at the appropriate stage of the recruitment process.


Criminal Convictions and Disclosure Scotland Notice

In accordance with the Rehabilitation of Offenders Act 1974 (as amended in Scotland) and the Management of Offenders (Scotland) Act 2019, applicants are entitled to withhold information about criminal convictions that are legally ‘spent’.

If you are successful, any offer of employment will be subject to a satisfactory Level 1 Disclosure check via Disclosure Scotland.  For this level of check, you are only required to disclose criminal convictions that are currently unspent.

If you are selected for an interview, you will be asked to complete a separate, confidential Criminal Convictions Declaration Form.  To ensure a fair and non-biased recruitment process, this declaration will remain sealed and will only be accessed and reviewed if a conditional offer of employment is being made.

An unspent conviction will not automatically prevent appointment. Any relevant information will be considered individually in relation to the duties and responsibilities of the post, and you will have an opportunity to explain the circumstances before a decision is made.

Please note that a deliberate failure to disclose relevant unspent convictions may result in the withdrawal of an employment offer or subsequent disciplinary action, up to and including dismissal.

Canvassing

Please note that canvassing directly or indirectly in connection with the appointment shall disqualify your application.  If discovered after appointment, we may invoke disciplinary action that could lead to your dismissal.

Canvassing means seeking improper influence over the recruitment decision, directly or through another person.  It does not include contacting the named officer for information about the post or the recruitment process.  



Declaration

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 deliberately providing false or misleading information, or deliberately withholding relevant information that I am required to disclose, may result in disqualification or withdrawal of an offer. If discovered after appointment, it may lead to disciplinary action, up to and including dismissal, following a fair procedure.  Dismissal without notice may apply where gross misconduct is established.


Signed	______________________________	Date	________________


Completed applications

Before submitting your application, check that you have completed all relevant sections, provided evidence against the essential requirements, included two referees and completed the declaration.  Send your application to recruitment@cernachha.co.uk by the closing date and time stated below.  Do not include original certificates, identity documents or right-to-work share codes.

When completed your application forms should be marked Private & Confidential and 
emailed to: recruitment@cernachha.co.uk the closing date of Monday 23 November 2026 at 12 noon.

If you require any further information on this post, please contact Emma McShane, Head of Corporate Services, by email to recruitment@cernachha.co.uk

For an application submitted by email, type your full name and the date in the declaration section.  If you are shortlisted for interview, you will be asked to sign your application form at a later stage.



The closing date for applications is Monday 23 November 2026 at 12 noon.  

You will be contacted by email on close of business on Friday 27 November 2026 if you are selected for interview.  

Interviews are planned for Monday 7 December 2026.
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