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PERSONAL DETAILS

	Surname: 
	

	Forename(s):
	

	Title (Mr / Mrs / Miss / Ms / Dr / Other):
	

	Home Address:  


	

	Postcode:
	

	Address for Correspondence: 
(if different from above)
	

	Postcode:
	

	Home Phone Number:
	

	Mobile Phone Number:
	

	Daytime Phone Number:
	

	Email Address:
	

	Do you have a current right to work in the UK?
	Yes
	
	No
	

	If no, please provide details:
	


This application form is designed to allow you to provide evidence against a number of set criteria related to current and future successful performance in the role. It is designed to gather information to assess your suitability to progress to the next stage of the selection process. Please therefore complete the form as fully as possible. As you complete this form, please ensure that you complete your answers fully and concisely whilst keeping to the allocated word limit. There are 3 sections to the application: (1) Education / Professional Knowledge and Relevant Experience (2) Motivation (3) Core Skills and Competencies.

The completed form should be returned to recruitment@transportfocus.org.uk in electronic form no later than 12 noon on Tuesday 2 June 2020.
Please note that CVs are not acceptable.


ESSENTIAL:

Please select which of the following criteria reflect your qualifications and professional knowledge and provide further detail, where requested. Some of your responses will be 'yes' or 'no', please check the appropriate box.
	CRITERIA

(Where necessary you have been provided with the space to expand and provide more detail)
	YES
	NO


	Please give details:

	Demonstrated experience of working in a comparable role, working in a busy communications team
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Excellent written and verbal communication and high level of speed and accuracy in all written materials

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Strong news sense, with demonstrated experience of selling-in news stories and reacting to media enquiries

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	High level of organisational and time management skills with the ability to work independently and take the initiative, establishing priorities to meet conflicting deadlines with minimal supervision and the ability to manage complex and varied workloads to tight deadlines.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


	Demonstrated experience of working in a comparable role

	Please provide an outline of how your experience specifically reflects the role that you are applying for (maximum 300 words)




DESIRABLE:

Please select which of the following criteria reflect your qualifications and professional knowledge and provide further detail, where requested. Some of your responses will be 'yes' or 'no', 
	CRITERIA

(Please provide detail of experience gained in the space provided)
	YES
	NO

	Experience of working on national campaigns.

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	An understanding of bus/rail/tram passenger and road user experience/ aspirations with an interest in how their issues of concern can be identified and addressed. 


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Front line experience working on a busy press desk to gate-keep media calls    

	 FORMCHECKBOX 

	 FORMCHECKBOX 




	In this section please:

· Outline your motivation for applying for this role

· State why you think you are suitable for the role

· Detail any relevant knowledge and experience you have in relation to this role

· Outline what you think will be your main challenges and how you would aim to overcome them if you were successful (maximum 400 words)

	



This is the largest section of the form, and you should take your time completing it. 
Your suitability for the role will be assessed against the key competencies for the role. Each of the competencies being assessed are provided below, with a full definition. We are looking for specific detailed examples of your experiences. Please take your time to think of the best example in relation to each competency and then give as much specific information as possible about what you did. 

Please ensure that you complete each of the competency sections carefully as they will be assessed against the Transport Focus Competency Framework.  For each competency, you are given a specific word limit. Please ensure that you answer is within this word limit. One specific example per competency is sufficient. Whilst it is preferable to use experiences from a work or educational setting, you may use examples from outside work or education if these are specifically relevant to the competency.

COMPETENCIES
We have identified a number of competencies which must be demonstrated by you as an applicant for this role. Please clearly illustrate, by way of example, your experience relevant to each of the competencies listed on the following pages. Please use only the space given and ensure that your answers are no longer than 400 words.  

	CONTINUOUS IMPROVEMENT
Committed to continuously strive for results and takes pride in producing work to high standards. Committed to improving self through learning from own experiences.  Proactively identifies improvements to processes and services, implementing own ideas in line with best practice.  Appropriately challenges the status quo.  Takes steps to identify a way to fill their own skills/knowledge gap and takes positive steps to address the gap. 

	SPECIFIC EXAMPLE OF WHEN YOU HAVE DEMONSTRATED THIS COMPETENCY

(Maximum of 400 words per competency answer)




	INFLUENCIAL COMMUNICATION 

Communicates in a way that can be easily understood.  Speaks clearly and concisely at an appropriate pace, checking for understanding. Presents verbal and written information in a structured way.  Actively listens to others and asks questions to indicate engagement or for clarification.  Engages positively when communicating with others. Adapts communication style to the needs of the audience and situation. Conveys credibility when communicating at all levels of the organisation. Persuades and influences others, considering the implications of messages being given. Negotiates in order to secure positive outcomes. Demonstrates diplomacy when faced with objections or potential conflicts.

	SPECIFIC EXAMPLE OF WHEN YOU HAVE DEMONSTRATED THIS COMPETENCY

(Maximum of 400 words per competency answer)




	ADDITIONAL INFORMATION 

	Please provide any additional information that you would like us to consider that will further support your application (maximum 300 words):




	Data protection statement

	All of the information collected in this form is necessary and relevant to the performance of the job applied for. We will use the information provided by you on this form, by the referees you have provided, and the educational institutions with whom we may undertake to verify your qualifications with, for recruitment purposes only. The Company will treat all personal information with the utmost confidentiality and in line with current data protection legislation. We rely on the lawful basis of contract to process the information provided by you in this form.

Should you be successful in your application, the information provided, and further information which will be gathered at the relevant time, will be subsequently used for the administration of your employment and in relation to any legal challenge which may be made regarding our recruitment practices.

For more information on how we use the information you have provided, please email recruitment@transportfocus.org.uk for our privacy notice for job applicants.

	Declaration

	I confirm that the above information is complete and correct and that any untrue or misleading information will give my employer the right to terminate any employment offered. I understand that any offer of employment is subject to the Company being satisfied with the results of series of relevant checks including references, eligibility to work in the UK, criminal convictions and probationary period (in line with the operation of the Equality Act 2010).

	Signed:

	

	Date:

	


Thank you for your application.

The completed form should be returned to recruitment@transportfocus.org.uk in electronic form no later than 12 noon on Tuesday 2 June 2020.
Interviews are scheduled to go ahead on Wednesday 10 June 2020 and will be done via a Zoom virtual meeting. 

	


EDUCATION / PROFESSIONAL KNOWLEDGE & RELEVANT EXPERIENCE








MOTIVATION





CORE SKILLS AND COMPETENCIES








PAGE  
1

