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REGISTERING FOR TEMPORARY EMPLOYMENT 

PLEASE READ BEFORE COMPLETING THE REGISTRATION FORM

A bit about us ………..
EVH, as part of our service to employers, provides temporary (never permanent) staff to the social sector throughout Scotland.  These temporary vacancies vary in length of contract and can be anything from one week to one year, depending on why the vacancy has arisen (eg sick leave, maternity leave, annual leave …..).

Unlike other recruitment businesses, we do not take a percentage of your salary.  Instead, we will introduce you to employers, who in turn will employ you directly and put you onto their payroll, ensuring that you get paid the full rate for the job you are doing.  

We fill the following types of vacancies:

· Admin/Customer Services Assistant/Receptionist

· Housing Assistant/Officer/Manager

· Factoring Assistant/Officer

· Maintenance Assistant/Officer/Manager

· Finance Assistant/Officer/Manager

· Welfare Rights Officer

A bit about you ……..

It is essential that you have relevant skills and experience.  All posts, other than administration and finance vacancies require recent housing experience.  You can only be registered for vacancies that you have recent experience of.  Although housing experience is not essential for administration and finance positions, it is essential that you have gained significant recent relevant experience within another sector.  Due to the temporary nature of vacancies that we fill, the successful candidate will be required to start asap, we are therefore unable to register candidates who require to give more than 2 weeks notice.
When completing the registration form please remember that …………

· Your completed form (minus the first 2 personal pages) will be sent to employers and must give a good, concise and honest indication of your skills, knowledge and experience.  If you require more space for work experience please copy and paste the boxes.  There is no limit to the number of pages permitted.

· All sections must be completed.  Please do not leave parts of the forms blank or type, "see attached CV".  We do not accept personal CV.

· It helps to be as flexible as possible with regards to location, length of contract and minimum hours.  These are the criteria that will determine whether or not we contact you about a temporary vacancy when we match up vacancy requirements with your own specified job requirements. 

Please note that it is a serious offence to deliberately provide us with false information about your career history and qualifications.  As a result of misrepresentation, you will be removed from the register. 
References

We require 2 references before we can register you.  These must be from your 2 most recent employers. Your current or most recent employer must be nominated as a referee, but if your housing experience was not gained in your current or most recent position, please provide a housing referee as a third additional referee.  A referee must be/have been your manager, supervisor or similar 

The Registration Process

Once we have received your completed form by email, the following is required before we can fully register you:

1) 2 satisfactory references

2) Proof of eligibility to work in the UK (British or Irish passport or birth certificate + payslip/P45/P60 or Share Code)

3) Proof of original qualifications

We will arrange a mutually convenient time for you to meet with one of the Recruitment team to provide 2) and 3) in the EVH office.  Due to legislation this cannot be done online.  We endeavour to register candidates as quickly as possible, however we cannot register you or contact you about vacancies until we are in receipt of all the documents detailed above.  

If you have not heard from us regarding your registration within one week of emailing your form to us, please call 0141 352 7445.

Please complete the registration form and e-mail to Recruitment@evh.org.uk
WE CANNOT ACCEPT HANDWRITTEN OR HARD COPY FORMS


 

 REGISTRATION FORM

Surname:


First Name(s):


Address:



E-mail: 




Daytime Tel: 




Minimum weekly hours required:  
Minimum length of contract that you would consider:

Notice period (we cannot register candidates who require to give more than 2 weeks notice):
What is the minimum salary that you would consider?

Which vacancies do you wish to be considered for? Please delete as appropriate and remember that recent previous experience is ESSENTIAL
· Admin/Customer Services Assistant/Receptionist

· Housing Assistant/Officer/Manager

· Maintenance Assistant/Officer/Manager

· Factoring Assistant/Officer

· Finance Assistant/Officer/Manager

· Welfare Rights Officer

Which areas of Scotland would you consider working in?

Where did you hear about EVH’s Temporary Register?

If someone recommended registering with EVH please provide their name and email address, we will send them a voucher as a thank you:

Are there any physical requirements/adaptations you will need to attend a registration appointment in the EVH office?  If YES, please provide details:
Do you currently have the right to work and live in the UK? 
      YES/NO

Name: 


WORK EXPERIENCE – PLEASE INCUDE VOLUNTARY EMPLOYMENT AND LIST CURRENT/MOST RECENT JOB FIRST – COPY AND PASTE TO ADD MORE JOBS IF REQUIRED
Name of Company: 

Job Title:


Employed From: 


To: 



Reason for leaving:  

Duties and Responsibilities:
	


Name of Company: 


Job Title: 


Employed From: 


To: 


Reason for leaving:


Duties and Responsibilities:
	


 Name of Company: 


Job Title: 


Employed From: 


 To: 


Reason for leaving:

Duties and Responsibilities:

	


Name of Company: 

Job Title:

Employed From: 


 To: 


Reason for leaving:

Duties and Responsibilities:

	


Name of Company: 


Job Title:
Employed From: 


 To: 


Reason for leaving:


Duties and Responsibilities:

	


Name of Company: 


Job Title: 


Employed From: 



To: 


Reason for leaving:

Duties and Responsibilities:

	


Name of Company: 


Job Title: 


Employed From: 


To: 


Reason for leaving: 


Duties and Responsibilities:

	


Name of Company: 

Job Title: 

Employed From: 



 To: 


Reason for leaving:

Duties and Responsibilities:

	


EDUCATION AND QUALIFICATIONS

SECONDARY EDUCATION

	SCQF Level 5 

e.g. National Award or equivalent
	Grade
	SCQF Level 6

 e.g. Higher Grade

or Equivalent
	Grade

	
	
	
	


FURTHER EDUCATION

	College/University 
	Course(s) & Subjects 
	Qualification Obtained

	
	
	


PROFESSIONAL QUALIFICATIONS

	Name of Awarding Body
	Qualifications Obtained, Membership of Professional Institution etc

	
	


TRAINING

Include any short course you have undertaken, e.g. night school, company training 

	Name of Course
	Details of Course

	
	


COMPUTER EXPERIENCE

Please list computer packages used and level of knowledge/competency (particularly housing packages):
Do you possess a full current driving licence?

YES/NO 
Do you have access to a car for work purposes? 

YES/NO 
Are you insured for Business purposes?


YES/NO 

REFERENCES

We require 2 references before we can register you.  These must be from your 2 most recent employers. Your current or most recent employer must be nominated as a referee, but if your housing experience was not gained in your current or most recent position, please provide a housing referee as a third additional referee.  A referee must be/have been your manager, supervisor or similar 

REFEREE ONE

Name of Referee: 


Job Title:

Company Name: 


Tel Number: 





Work E-mail: 


Between which dates were you employed by this company?

From: 


 To: 


What job(s) did you hold while employed by this company? 

REFEREE TWO

Name of Referee: 


Job Title: 


Company Name: 


Tel Number: 





Work E-mail: 


Between which dates were you employed by this company?  

From: 


 To: 


What job(s) did you hold while employed by this company? 

 OTHER RELEVANT INFORMATION WHICH MAY SUPPORT YOUR APPLICATION

	


Data Protection Act 2018
The information that you provide on and with this form will be held and processed by EVH and will be disclosed to organisations for the purposes of recruitment.  This will include references that EVH obtain, which you consent to EVH obtaining and disclosing, by submitting your application. 

We will not forward your information to an organisation without your consent.

We will keep your application details on file electronically until you inform us that you no longer wish to be registered. If you fail to respond to 3 vacancy alerts (emails and text messages) we will remove your details from our database.
Declaration

I certify that all information given by me on this registration form is true and correct to the best of my knowledge and belief, that I have not withheld any relevant information. I understand that if I have made any false statements or omitted any information I am liable to have my registration request rejected, my details removed from the register or if appointed I may be dismissed.

I consent to EVH and client partner organisations processing and retaining the data contained within this form for recruitment, selection and employment purposes only.

Full details are provided in our Recruitment Candidate Privacy Notice, available from our website.
Signed 






 Date 

Please return your forms to:

Recruitment@evh.org.uk
