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1. Recruitment Process

1.1 You should provide the following information to apply for this post:
· Completed Application Form
· Equal Opportunities Monitoring Form

1.2 You should not provide your C.V. with your application.

1.3 Your completed application form should be e-mailed to: Recruitment@evh.org.uk

1.4 [bookmark: _Int_WDPui75u]If you are invited for interview for this post, we will arrange to view and copy your qualifications. References will only be requested if you are offered the position. 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 comment on your ability to do the job.

1.5 [bookmark: _Int_0kt2NbCO]The Job Description in the recruitment pack aims to outline the key requirements of the post and the person specification lists the minimum essential and desirable requirements for the post. When shortlisting for interview, the interview panel will only consider the information contained within your application form and assess this against the agreed person specification.

1.6 The interview panel will not make any assumptions about the nature of your experience, skills or knowledge based on the list of job titles in your current and previous jobs in their assessment of your application form. It is for you to use the space provided throughout the form to comprehensively detail your previous experience and relate this to the job description and person specification. As well as paid employment, you may also wish to include any voluntary work or any other life experience or skills you can bring to the post and Association.

1.7 [bookmark: _Int_oncD9WEa]Your application form is the start of your relationship with the Association and its content and quality will demonstrate your dedication to being successful in this post and work for Spire View Housing Association. It is for these reasons that you should ensure your application is legible and provides relevant and comprehensive information to give you the best possible opportunity of securing this post.

1.8 [bookmark: _Int_7RtQnLjg]If you are related to any members of staff, consultants, contractors or suppliers of the Association, this should clearly be shown on the relevant part of the form. This will not necessarily be detrimental to your application.

1.9 [bookmark: _Int_77NLkdIl][bookmark: _Int_MhbWnsLW]If you are shortlisted for interview, we will ensure you are given reasonable notice for the date of your interview. The interview panel will set questions based on the job description and person specification to ensure they can appoint the candidate with the most suitable experience, knowledge, personal attributes and skills to excel in this role.

1.10 The award of employment will be subject to satisfactory references and may also include a disclosure check under the PVG Scheme.

1.11 [bookmark: _Int_IpAgjHE6]Spire View Housing Association aims to be an equal opportunities employer and is committed to diversity in employment. If you feel there is anything specifically that you need from us to encourage our commitment, or wish an informal discussion, please contact the member of staff referred to in the welcome letter of the recruitment pack.

1.12 The closing date for receipt of your application is 12 noon on 27th June 2025.




[image: A logo for housing association

Description automatically generated][image: Disability Confident scheme ...]Candidate No:
For official use only



Application for Employment 
Post Applied For:		Maintenance Assistant
Closing Date:		12 Noon on Friday 27th June 2025

Applications received after this time will NOT be considered

	Personal Details

	Surname:

	Initials:

	Address:


Post Code:

	Email Address:

	If you can be contacted during the day by phone, please provide the number:

	Home:
	Mobile:


	Do you hold a current driving licence?
	YES/NO (delete as appropriate)

	Have you ever been convicted of a criminal offence, other than a spent conviction under the Rehabilitation of Offenders Act 1974?
	YES/NO (delete as appropriate)



Equality Act 2010

We are committed to being an Equal Opportunities Employer. If you have a disability as defined in the Equality Act 2010, are there any arrangements that would assist you in attending an interview? Please provide details below:





Disability Confident Scheme 

As part of our commitment to Equal Opportunities, we are registered as a Disability Confident Employer. In order for us to comply with this, we offer a guaranteed interview scheme for all disabled candidates that meet all the essential criteria. 

If you would like your application to be considered on this basis, please tick the box below

I would like my application to be considered under the Disability Confident Scheme.



Employment History

Please give details of past and present work. This can be paid work, voluntary work or work from home.

	Present or Most Recent Employment

	Name and Address of Employer:





	Starting Date with present/most recent employer:


	Present job title and responsibilities:











	Reason(s) for leaving/wishing to leave:




	Notice Period Required:


	Current Salary (per annum):


	Previous Employment

	Name and Address of Employer:





	Period of Employment:

	Job title and responsibilities:











	Reason(s) for leaving:





	Name and Address of Employer:





	Period of Employment:

	Job title and responsibilities:











	Reason(s) for leaving:





	Previous Employment (cont’d)

	Name and Address of Employer:





	Period of Employment:

	Job title and responsibilities:











	Reason(s) for leaving:





	Name and Address of Employer:





	Period of Employment:

	Job title and responsibilities:










	Reason(s) for leaving:






Continue on a separate sheet if required.
Qualifications

(Academic and/or Professional) or courses presently being studies.

	Subject
	Grade/Level
	Date result obtained

	












	
	



Other Education

Training (include any short course you have undertaken, e.g. night school, First Aid, Company Training Courses)

	Name of Course
	Details of Study
	Date of Course

	












	
	





Computer Skills

Please detail your experience of software packages

	















References

Please give the name and address of 2 people to whom references can be made. If you are currently employed or have been employed, please include details of your current/most recent employer.

	
	Reference No 1
	Reference No 2

	Name

	
	

	Job Title

	
	

	Company Name

	
	

	Company Address


	
	

	Telephone Number

	
	

	Email 

	
	





Person Specification

The Association wishes to compare your experience, skills and knowledge with its requirements. You should therefore show in the following part of the form how you satisfy these. This does not have to be from paid work but can be from other experience. The selection panel will consider candidates who do not meet all the requirements therefore please complete all sections as appropriate.

	Essential Criteria
	How You Satisfy the Criteria

	Experience of working in a customer focused maintenance environment, working with customers and colleagues to help improve customer delivery and satisfaction
	




	Experience taking ownership and delivering tasks and objectives within allocated timescales and to a high standard
	

	Working under pressure, co-ordinating and prioritising a varied workload to meet deadlines and timescales.

	

	Analysing information and taking responsibility for decision making within areas of maintenance responsibility. 

	

	Delivering administrative support to colleagues and maintaining an efficient and effective maintenance and repair's function
	

	Ability to deal effectively with the public and deliver high standards of customer service
	

	Proficient using Microsoft Office Packages, IT information systems, databases and spreadsheets
	

	Good communication skills, an attention to detail and well-developed literacy and numeracy skills
	

	Organised, efficient and flexible approach to work.
	

	Office based working, familiar with maintenance and repairs administration policies and procedures
	

	Demonstrable commitment to tenant and resident involvement
	

	Flexible approach and willingness to work out with the usual routines if required
	




	Desirable Criteria
	How You Satisfy the Criteria

	Relevant qualification at HNC/HND Level of above
	

	Experience of working in a Housing Association or Co-operative
	

	Willingness to participate in training/further education relating to the post
	



Information in Support of your Application

Please provide any additional information in support of your application

	












NOTE TO ALL APPLICANTS

In accordance with the Asylum and Immigration Act 1996 Section 8, if you are invited to attend for interview, you must provide an original document which states your National Insurance Number e.g. P45, P60, Payslip or a National Insurance Number card.

CONFIRMATION OF QUALIFICATIONS

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 members of professional bodies.

DECLARATION

I confirm that to the best of my knowledge the information I have provided in this application is correct.

(a) I am/am not (delete as appropriate) related in any way to a Board member of the Association.

(b) I am/am not (delete as appropriate) related to any member of staff, committee member, consultant, contractor or supplier of the Association. 


Signed	:	…………………………………………………………


Date:		…………………………………………………………
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