



[image: ]

Operations Officer  Application Form:
Personal Information (Confidential)
Organisation Name: Spring Community Hub
Application for Employment: Operations Officer 
The information provided on this application form will remain private and confidential and will be used for the purpose of selection/recruitment. For further information on how we use and store this information in accordance with GDPR and the Data Protection Act 2018, please refer to the attached Recruitment Privacy Notice.
Please complete all sections of the form and do not separate any part of it.
Please also note that the organisation may approach third parties to verify the information that you have given in this form. By signing this form, you consent to us doing this.
On completion, please return this form to:
Name: Tijani Hamitlon
Position: Operations Manager
Address: recruitment@springcommunityhub.org.uk  
Post Title: Operations Officer 
Advert Reference Number:
Date of Submission:

[bookmark: _heading=h.584wugopqbgs]1. Personal Details
	Full Name:
	

	Address:
	

	Phone Number:
	




[bookmark: _heading=h.ktslwy45gc69]2. Employment History
Please give details of all jobs held, including part-time and unpaid work, starting with your current or most recent employer.

	Name and Address of Employer
	Employment Dates

	Position / Job Title
	Reason for Leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please provide an explanation for any gaps in employment:


[bookmark: _heading=h.1bmceahwmezj]3. Qualifications and Skills
Please list any qualifications relevant to this role, such as operations management, process improvement, budgeting, strategic planning, and team leadership
	Qualification
	Awarding Body
	Year Obtained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Do you hold a current DBS certificate?
 ☐ Yes ☐ No
 (If yes, please provide details of issue date and certificate number)
Certification number: 
Date of issue:
Do you have safeguarding training?
 ☐ Yes ☐ No
 (If yes, please provide details)

Do you have any relevant first aid training?
 ☐ Yes ☐ No
 (If yes, please provide details)


[bookmark: _heading=h.ym94jiodrm38]4.Competencies & Skills
Spring Community Hub operates in a fast-paced environment supporting vulnerable individuals and families across Southwark and beyond. This role plays a critical part in ensuring the smooth running of our systems, services, and volunteer-led activities. Please describe any experience you have supporting vulnerable communities or working within grassroots or mission-led organisations. What mindset or values do you believe are essential in an operations or project support role within this context? How do you demonstrate those in your work?













(Please indicate your proficiency in the following areas by ticking and providing brief examples where possible.)
[bookmark: _heading=h.8r14m8aul8h4]☐ Strategic & Operational Planning:
[bookmark: _heading=h.rgcxw6t25pmw]Example: How have you contributed to operational strategies in previous roles?


[bookmark: _heading=h.papwu8twdy3n]
[bookmark: _heading=h.y0ynqu8dpgst]☐ Budgeting & Financial Management:
[bookmark: _heading=h.ru04yr7w1yfs]Example: Outline your experience managing operational budgets.


[bookmark: _heading=h.h84asub0v49r]
[bookmark: _heading=h.jfrli51aoj33]☐ Process Improvement:
[bookmark: _heading=h.6d7g1vacd5tm]Example: Describe a process you helped streamline.




[bookmark: _heading=h.9j37ddu1tmp8]☐ Team Leadership and Communication:
[bookmark: _heading=h.a5ae47uv6wpl]Example: Provide details about managing multidisciplinary teams.



[bookmark: _heading=h.1ov9136ihs66]Other relevant technical/software skills (please list):



[bookmark: _heading=h.2kdcgtd6nzmr]5. Additional Information
How/where did you hear about this vacancy?

Have you made an application to this organisation before?
 ☐ Yes ☐ No
 If yes, please give details:

Are you currently eligible for employment in the UK?
 ☐ Yes ☐ No
 Please state what documentation you can provide to demonstrate this (e.g., passport, work visa, etc.):

Do you have any unspent criminal convictions?
 ☐ Yes ☐ No
 If yes, please give details (Declarations are subject to the provisions of the Rehabilitation of Offenders Act 1974 as amended):



[bookmark: _heading=h.ko5kric2ge0z]6. References
Please provide details of two referees, one of whom should be your current or most recent employer.

	Name
	Relationship
	Contact Details

	
	
	

	
	
	


(References will not be taken up until after the interview for the successful candidate.)

[bookmark: _heading=h.38x6r23j9y1y]7. Declaration
I declare to the best of my knowledge and belief that all particulars I have given in all parts of this application form are complete and true. I understand that any false declaration or misleading statement, or a significant omission, may disqualify me from employment and render me liable to dismissal.
I understand that any job offer is subject to references, checks on relevant qualifications, employment eligibility, and criminal convictions (if required for the role), a probationary period, and (if the organisation believes it appropriate) a medical report, all of which must be deemed satisfactory by the organisation.
Signed:
 Date:
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