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New Economy Organisers Network Job Application Form

Comms Programme & Operations Assistant 
 
	Guidance on completing this application form

	· Refer back to the role description to help you complete the sections in this application form fully.    
· If you have difficulty completing this application form, please get in touch with us to discuss an alternative method of applying - jobs@neweconomyorganisers.org or 0207 749 1111
· This information you provide on this application form will be treated as confidential and in line with the Data Protection Act 2018.
· To apply, send this form to jobs@neweconomyorganisers.org by Sunday 6th December,  11.59pm. 



     	
	Personal details

	Full Name
	 

	Home address
	 

	Email address
	 

	Pronoun (e.g. they/them, she/her, he/him)
	

	Mobile telephone number
	 

	Preferred method of contact
	 

	Dates unavailable for interview
	 

	 
	 

	If selected for an interview, are there any accessibility-related adjustments we can support you with? Please provide detailed information below.   

	 
 

	How did you hear about this position?     	

	 



  
	Relevant education and training

	Please give details of your main educational qualifications, on-the-job or professional training. Please don't include secondary / high school education.


	Provider (Training provider, College, University, etc)
	Qualifications gained (or pending), or details of training attended

	
	

	 
 
	 

	 
 
	 

	 
 
	 




	Relevant work history

	Please give details of any relevant work you have taken up in the past, starting with the most recent.  

We understand that work can be undertaken in many forms, and in many spaces, so we encourage you to include relevant roles in paid employment, voluntary roles, and projects you have started or been part of.

We also appreciate that traditionally defined work is something that isn’t accessible for everyone, and would like applicants to know that we use this information to get a picture of the spaces you have developed your skills in, rather than looking for you to have been in consistent employment or in specific types of roles.

For the brief description of duties, we mean as brief as you would write them on a CV.  

	Organisation, company, group or project name
	Role title and brief description of duties
	Voluntary or paid work?
	Date from
(mm/yy) and to (mm/yy)

	
	
	
	

	 
	 
	
	 
 

	
	
	
	

	
	
	
	

	
	
	
	






	Person Specification 

	In the space below, please tell us how you meet four of the essential requirements of the role as outlined in the Who you are section of the Job Description. As guidance, please use the STAR model of demonstrating your fit for the role:
· SITUATION. Describe the situation/environment you were in.
· TASK. What did you need to accomplish to deal with the situation?
· ACTION. What did you do? 
· RESULT. What was the outcome? 


	Essential criterion 1) You are proactive, well-organised and feel empowered to solve problems yourself when they come up (sometimes described as an “ownership mindset”), as well as balancing this with asking for help when you need it.

· 
Please provide at least one example in the box below, presenting sufficient depth and detail to demonstrate how you meet the above criterion.  It is expected that your full answer will not exceed 400 words.  


	

	Essential criterion 2 ) You will have excellent attention to detail and be able to prioritise supporting work across multiple teams, with competing deadlines. You will have the skills and drive to do day-to-day ops and programme tasks and want to do them as a regular part of your job.  You are  also experienced with using a range of IT and tech. 


Please provide at least one example in the box below, presenting sufficient depth and detail to demonstrate how you meet the above criterion.  It is expected that your full answer will not exceed 400 words.  

	

	Essential criterion 3)  A great communicator, and people person, you know that good communication is really important to the type of work you do - you’ll be happy to use our internal comms systems (Slack, Google Suite, Asana) to keep everyone in the loop on your work, and you’ll do the same for participants, as well as external consultants on our programmes via email and phone. Excellence is important to you and it shows in your work.

Please provide at least one example in the box below, presenting sufficient depth and detail to demonstrate how you meet the above criterion.  It is expected that your full answer will not exceed 400 words.  

	

	Essential criterion 4) Understanding of anti-oppression work and commitment to tackling all institutional forms of oppression, bigotry and exclusion.

Please provide at least one example in the box below, presenting sufficient depth and detail to demonstrate how you meet the above criterion.  It is expected that your full answer will not exceed 400 words.  

	


  
	[bookmark: _8i7vtijwdkxc]Referees

	Please provide the details of two referees (not related to you) who are able to provide us with a reference based on experience of working with you. One of them must be your most recent manager / point of accountability and one must be a peer or someone you manage. We only contact referees of the successful candidate & will check with the candidate before approaching referees.
 
Final appointment is subject to satisfactory references, for more details on how we do referencing, please contact jobs@neweconomyorganisers.org. 

	[bookmark: _pqvr7gui1qru]Referee one

	Full name
	 

	[bookmark: _3yhia0n88ae9]Role and organisation / group
	[bookmark: _e5i36brf3n8y] 

	[bookmark: _qng0l0h9fzlq]Relationship to you
	[bookmark: _kc0mkt8rwtr] 

	[bookmark: _hck8ka759xq]Email
	[bookmark: _cwhn3cupu9tx] 

	[bookmark: _z1buf92137rb]Telephone number
	[bookmark: _x08vlyoi1t9v] 

	[bookmark: _7wnrrdhkxmw1]Referee two

	Full name
	 

	Role and organisation / group
	 

	Relationship to you
	 

	[bookmark: _emb7502lmgvo]Email
	[bookmark: _a4z0wt5yh5ko] 

	[bookmark: _byaboqghysd6]Telephone number
	[bookmark: _dfnvzghrtxew] 


 
 
	· [bookmark: _k0ljf3kazza9]Please confirm by checking the box that you are resident in the UK and that you have the right to work in the UK  

	[bookmark: _k0ljf3kazza9]Declaration

	I confirm that the information provided on this application is true and correct. I understand that providing false information or withholding relevant information can lead to my application being rejected or my role being terminated if appointed has already been made. I understand that the information will be held electronically in line with the Data Protection Act 2018.

Signature:                                                                        Date:

(Type your full name in if you don’t have an electronic signature)
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