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PERSONAL DETAILS

	Surname: 
	

	Forename(s):
	

	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 but concisely, 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 Thursday 13 January 2022.
Please note that CVs are not acceptable.


ESSENTIAL:

Please provide brief details to demonstrate how your experience, qualifications, and professional knowledge reflect the following criteria. 

	CRITERIA


	YES
	NO


	Please give details in the space below:


	Efficient in the use of using Microsoft Office (particularly Word, Excel, PowerPoint and Outlook).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Excellent written and verbal communication skills with high level of speed and accuracy in composing  written materials.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Experience in a comparable role, including a track record of building strong stakeholder relationships and achieving change by influencing others.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Articulate, with excellent communication skills and an ability to engage effectively with a broad range of people at all levels


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	A good understanding of data analysis techniques, including creating charts /graphs in Excel


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


	Demonstable experience of working or operating in a comparable role

	Please provide an outline of how your experience specifically reflects the role that you are applying for, including a track record of building strong stakeholder relationships and achieving change by influencing others.

(maximum 300 words)




DESIRABLE:

Please confirm how your qualifications, experience and knowledge reflect the following criteria and provide further details about this. 
	CRITERIA

(Please provide detail of experience gained in the space provided min 50 words per section)
	YES
	NO

	Knowledge of legislation governing the rail, bus and roads sectors and the remit of Transport Focus.


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Experience of analysing consumer research and using findings to support initiatives


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Working in or experience of a changing environment.


	 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.

	FLEXIBLE PLANNING AND ORGANISING

Systematic and methodical when developing structured plans to manage own workload. Considers timescales and the materials available and manages these effectively in order to meet deadlines. Recognises the need to be flexible in approach to completing tasks. Thinks ahead and anticipates changes. Prioritises tasks in order to respond effectively to competing demands. Monitors progress by reviewing stages regularly.  Responds flexibly to changing priorities by re-arranging own workload or adapting existing plans.

	SPECIFIC EXAMPLE OF WHEN YOU HAVE DEMONSTRATED THIS COMPETENCY

(Maximum of 400 words per competency answer)




	PROBLEM SOLVING AND CRITICAL THINKING 
Is able to assess problems from a variety of angles by recognising relevant and irrelevant information.  Will formulate solutions based on the facts.  Able to understand research information or data and link outcomes to objectives.  Establishes key facts and identifies root cause issues.  Identifies a range of possible solutions and assesses the associated risks.  Makes objective and reasoned decisions based on facts and evidence.  Is able to interpret research information or data correctly.

	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 Thursday 13 January 2022.
Interviews are scheduled to go ahead on Monday 24 January 2022, via Zoom.
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