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	Application Form


	Position applied for:
	Project Assistant – Swansea Repair Space

	Closing date:
	9am, Monday 13th May 2024

	Where did you hear about this position?
	


	Section 1 - Personal details


	Last Name:
	
	First Name:
	


	Address:
	

	
	

	
	


	Postcode:
	


	Home Telephone No. 
	
	Daytime Contact No.
	


	E-mail address:
	


	Section 2 - Education / Qualifications / Training


	Name of school, college or university 

(most recent first) 
	Study dates from/to
	Qualifications
and grades

	
	
	


	Please use the space below to give details of any training or non-qualification based development which is relevant to the post and supports your application

	


	Current membership of any professional body / organisation (if relevant)

	Please give details: 




	Section 3 - Employment History

	Previous Employment:  Please include any previous experience (paid or unpaid), starting with the most recent first.

	Current or most recent employer


	Name of Employer:
	


	Address:
	

	
	

	
	Postcode:




	Position held:
	


	Date started:
	
	Leaving date:
	

	Reason for leaving:
	


	Salary on leaving this post:
	
	Name of line manager for reference:
	


	Brief description of duties:

	


	Previous employment


	Name and address of employer 
	Details of post held
	Dates from/to
	Reason for leaving

	
	
	
	


Continue on a separate sheet if necessary
	Section 4 – Skills / Experience/ Further Information

	Use this section to describe why you are the best person for the job.

When formulating your response, refer to the Person Specification which gives a description of the skills and experience required, and give examples to support your answer.


	Skills and Experience 
	Examples/Experience

	Strong organisational skills with attention to detail.


	

	1 year’s minimum experience of working in within an assisting/administrative role.
	

	Excellent written and verbal communication skills. 


	

	Ability to use own initiative and work with minimum supervision.
	

	Ability to work with others as part of a busy team, and have an adaptable, flexible and enthusiastic approach to changing circumstances. 


	

	Experience of volunteering, or working with volunteers


	

	Good level of Microsoft Office, with experience of SharePoint and Teams, Word, Excel spreadsheets and Outlook.  


	

	Ability to multi-task, prioritise workloads and meet deadlines. 


	

	Interest in environmental and sustainability issues, in particular the themes of reuse, repair and recycling.
	

	Other experience, including;
· Experience of working in an administrative role on environmental projects

· Although the role will not require any fixing skills, a knowledge of this area would be advantageous
· Experience of working within the third sector

· Ability to communicate through the medium of Welsh
	


	Reasons for applying and further information

	This section gives you the opportunity to tell us about yourself and how the The Environment Centre would benefit from employing you.  You can include any information relevant to this application that has not yet been included.

	

	Continue on a separate sheet if necessary


	Please give details of your leisure interests; sports, hobbies etc.

	


	Section 5 - References


Please give details of two referees. These will not be contacted prior to interview and only if we offer you the post.
Referee 1

	Name of referee and relationship to you:
	


	Address:
	

	
	Postcode:



	
	Tel:
	Email:


Referee 2

	Name of referee and relationship to you:
	


	Address:
	

	
	Postcode:



	
	Tel:
	Email:


	Section 6 – Additional Information / Declaration


	Arrangements for Interview


Are you subject to any conditions relating to your employment in this country?

YES/NO

If "yes" please use the space below to tell us what these are:
If you need us to make any adaptations for your interview to accommodate any disability you may have please tell us what these should be:
We expect interviews to take place on Wednesday, 22nd May 2024.  
Please confirm that you are available on this date:

	Declaration


	Please sign and date the following declaration. If this is not completed then your application will not be considered.

I confirm that all the information given by me on this form is correct and accurate and I understand that if any of the information I have provided is later found to be false or misleading, any offer of employment may be withdrawn or employment terminated.



	Signed:
	
	Date:
	

	
	


Please complete this form and email it to �HYPERLINK "mailto:office@environmentcentre.org.uk"�office@environmentcentre.org.uk�, or post to 


Centre Manager, Environment Centre, Pier Street, Swansea, SA1 1RY





If you’d like more information about the role, contact 01792 480 200


























The Environment Centre is a charity registered in England and Wales (1039378)
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