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Yes Futures
Programme Executive 
2020
APPLICATION PACK
How to apply for this role 

Before you apply

Please ensure you have read the role description in full. The role description can be found on this page of our website:
https://www.yesfutures.org/joinourteam
Submitting your application

Please send us your completed application form to applications@yesfutures.org quoting the role title in and your name the subject line (e.g. “Programme Executive: Joe Bloggs”).
Alternatively you can send a printed copy by post to: Yes Futures, 3 Space International House, Canterbury Crescent, Brixton, London SW9 7QE.
Dates and recruitment timeline

Deadline for applications: Sunday 18th October 2020 at midnight. 
Should your application be successful, you will be invited to an Assessment Centre at the Yes Futures head office in Brixton (London). This is expected to take place on Wednesday 21st October 2020. Please keep this date free. You will be informed by the end of the day on Monday 19th October if you have been shortlisted. 

Additional notes

Please note in accordance with the Asylum and Immigration Act 1996 to apply for a position with Yes Futures, you must eligible to work and live in the UK. 
If you have any questions about the role or want to know more about the recruitment process, please email us at applications@yesfutures.org
We look forward to hearing from you!

Guidance notes for completing your application form

These notes are provided to help you complete the below application form. Your application is very important and should provide us with as much relevant information as possible. The application form provides the only information on which we can assess your suitability for the role.

General
· Please use black ink or type on your application. 
· Before completing the application form, please check that you are legally eligible to work in the UK. If you are successful in your application, you will be required to provide satisfactory evidence (e.g. passport, birth certificate or marriage certificate) of your right to work in the UK as required by the Asylum Immigration Act 1996.
· Please do not submit a CV instead of completing the application form.
· Remember to complete all parts of the application form. If you think some parts do not apply to you, write N/A (not applicable) in the spaces provided for your answer.
· Ensure that all parts of the form are completed and are clear.

Employment History

· The form asks you to give complete details of previous jobs held. Please explain any gaps in your employment record.
· You may have developed other skills and experience through unpaid work. Details of these can also be included on the form, particularly where they are relevant to the role for which you have applied.
Qualifications and Training

· Please mention qualifications and/or training which are necessary or relevant to the role for which you have applied.
Additional Information

· This section gives you the opportunity to demonstrate your motivations for applying for the role and why you are suitable. Before completing it, refer to the role description and person specification. The role description provides an outline of the main duties of the post, while the person specification describes the skills, experience and competencies necessary to carry out these tasks.
· Make sure you give specific examples. For example, tell us what you did in a project rather than what the team did. Also (as we always say to our students) you must provide concrete examples of where you have demonstrated a particular skill, rather than simply saying you have it.
· Please include details of any relevant skills, experience or knowledge, wherever or however they were gained (for example, voluntary or unpaid work).
Criminal convictions

· In the event of a successful application we will ask for an Enhanced Disclosure from the Disclosure and Barring Service (DBS) as a condition of employment.
· A criminal record does not automatically prevent you from being considered for a role with Yes Futures, but you must disclose this at the application stage. If you are shortlisted, this will be discussed with you at interview.
References
· Please note that referees will not be contacted until an offer of employment is made. Where possible, please check that referees are happy for us to contact them before you include their details.
· You are asked to supply details of two referees. Ideally, these should be your current and previous employers.
Thank you for your application!

	APPLICATION FOR EMPLOYMENT

	FULL (PREFERRED) NAME OF APPLICANT:

	ROLE APPLIED FOR:  Programme Executive (East)

	ELIGIBILITY 
We do not want candidates to spend time completing this form if they are not eligible to work at Yes Futures. Therefore, please complete the following questions first to assess your eligibility before continuing. 

Eligibility to work in the United Kingdom

In order to comply with section 8 of the Asylum and Immigration Act 1996, we are required to see proof of your right to work in the UK.  This will be requested once an offer of employment has been made. By making these checks, employers can be sure they will not break the law by employing illegal workers.  

Do you have the legal right to work in the UK?

☐       Yes                                      ☐       No

DBS check and criminal convictions

In the event of a successful application we will request an Enhanced Disclosure from the Disclosure and Barring Service (DBS) as a condition of employment. We will require personal identification documents to process this check. 

Do you consent to having a DBS check processed if your application is successful?
☐       Yes                                      ☐       No
A criminal record does not automatically prevent you from being considered for a role with Yes Futures, but if you have a criminal record, you must disclose this here. 

Do you have any criminal convictions?
☐       Yes                                      ☐       No
If Yes, please provide further information: 
Notice period

We are a small charity and so unfortunately, we are unable to offer this role to anyone with an existing notice period of over three months. 

If you are currently employed, what notice are you required to give?


	PERSONAL DETAILS
Legal full name: 
Preferred name (if applicable):

Address Line 1: 

Address Line 2:

Address Line 3:

Town/City: 
Post Code: 
Home Phone Number: 

Mobile Number: 
Personal e-mail address: 

(Please note that we will use the email address and telephone numbers you provide to contact you during the recruitment process. After the recruitment process has ended all the personal data provided on this form will be securely destroyed.)

	Where did you find out about this role?

(It is helpful for us to understand where applicants find out about our roles. This question is for information only and will not be used to assess your suitability for the role).

	 EMPLOYMENT HISTORY
Please give brief details of any relevant employment, including your employer, your post and main duties, dates employed, final salary and reason for leaving (or study, career breaks etc).


	QUALIFICATIONS AND TRAINING 
Please give details of your educational qualifications and training courses attended (including institutions and dates).



	ADDITIONAL INFORMATION
After you have read the role description and person specification, please use the following section (Personal Statement) to state your reasons for applying for this role. 
We want to understand your motivations for applying and what skills/experience you can bring to the role.

Please use an additional A4 sheet if you need more space. Make sure that your name and the sheet number is given on each sheet (maximum one additional sheet).

Personal Statement
                                                          Name:                                                                                      Sheet 1


	References:  Please provide the name and address of two people we can approach for references. At least one should be your most recent/current employer. If you have not been in paid employment, one reference should be, for example, your headteacher, lecturer or a voluntary group you worked for.

	Name:

Address:

Post code: 

Telephone:

E-mail address:

Relationship to/knowledge of you: 
	Name: 

Address:

Post code: 

Telephone:

E-mail address:

Relationship to/knowledge of you:

	Data Protection

Yes Futures will process the personal data in this application form in accordance with the General Data Protection Regulation 2018.  Your personal data will only be used for the purposes of recruitment for the position specified in this application form. This application will be retained by Yes Futures for a maximum of six months, unless you are the successful applicant for the role, in which case it will become part of your confidential employee record. 
By signing this form you consent to the processing of your personal data by Yes Futures for the purpose of this application.  

	Declaration:

I certify that the information given on this form is, to the best of my knowledge, true and complete. I understand that should my application proceed to an interview, I will be required to produce supporting documentation as evidence of my qualifications, previous experience, and eligibility for employment in the UK. I understand and hereby agree that any false statement or omission may result in my application been withdrawn.

Signed:
Name:
Date:
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