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Application Pack 

Guidance notes

Included with this pack is a job description, person specification, organisation structure, background information, application form and equal opportunities monitoring form.

The name and details of applicants will be removed before the applications are scored against the person specification by the selection panel, in line with our equality and diversity policy. 

Only the information on the application form will be considered by the selection panel so it is essential that you provide examples of how you meet each of the points of the person specification. You should also ensure that you do not exceed THREE pages of A4 and that the font size is no smaller than 12 point. Applications longer than this will not be considered.

The closing date for applications is 10am on Tuesday 16 March 2010.

The selection panel will comprise Michael Ashe, Chief Executive, James Banks, Trustee and Simon Hall, a Change Management Consultant.

Interviews will be held on Friday 26 March.

Shortlisted candidates will be contacted by telephone to confirm the interview arrangements by Friday 19 March. Regretfully we will only be able to contact shortlisted candidates so if you do not hear from us then you may assume you have not been successful in being shortlisted..

The process will be administered by Carole Bonner, whose contact details are above, and who should be contacted in the event of any queries.
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Organisation Summary

Aims, objectives and status

South West London Law Centres (SWLLC) is a charitable company limited by guarantee that exists to reduce poverty and promote education in Croydon, Kingston, Merton, Richmond, Sutton and Wandsworth. We are run by a diverse board of trustees who live and work in South West London and give us their time for free.

We believe that everyone is entitled to a safe, warm home; protection from discrimination, harassment and violence; a minimum income; and respect for their rights, whether at work, at home, in education or care.

We help over 25,000 people to understand and enforce their rights each year by:

· giving them high quality advice and representing them in courts and tribunals

· providing information and training

· brokering legal assistance for local charities

· learning from the problems our clients face and working with public bodies to prevent them happening in the future

Services and activities

We offer professional free legal advice and representation services, principally but not exclusively to a diverse range of people on low incomes, from five office locations across our catchment. We also run thirteen volunteer-led free legal advice services from our premises and those of other organisations in the evenings each week. We provide advice in the following areas of expertise:

Housing

Immigration

Employment

Welfare Benefits

Debt

Community Care

Discrimination with respect to goods and services

Help with Small Claims

Consumer

Family

General Litigation

Personal Injury

We do not act for employers against employees or for landlords against tenants.

Management and governance

SWLLC is a hierarchy, with a Chief Executive reporting each month to an annually elected board of trustees. The Board has a Chair and a Treasurer. The Board delegates some of its work to sub-committees dealing with Finance, Human Resources and Planning. The Chief Executive is managed by the Chair of the Board, and supported by a management team covering Advice Services, Volunteer Services and Financial Management. 

SWLLC is undergoing a period of exciting change designed to put it at the forefront of good practice for Law Centres and to ensure its sustainability into the future.

As part of these changes, the management is being strengthened and additional administrative support is being recruited to give our dedicated caseworkers the opportunity to spend more of their time assisting clients with their legal problems.

SOUTH WEST LONDON LAW CENTRES.

OPERATIONS MANAGER
CONFIDENTIAL APPLICATION FORM
For copying purposes please complete this form in black ink or type
PERSONAL INFORMATION
Surname........................................Forename(s)...................................

Address  ...................................................................................

      ....................................................................................

Postcode ...................................................................................

Daytime Telephone no........................................................................   

Evening Telephone no .....................................................................

Email……………………………………………………
Where did you see the post advertised? Please give name of publication or website where appropriate………………………………………………………

	When would you be available to take up the post? 

Please provide the length of notice you would be required to give your current employer:

	Interviews will be held on 26 March 2010. Do you have any problem with this date?


	Are you registered disabled?

If yes, please give registration number

If you require specific provision for an interview, please contact us or state here:



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

	Please provide the number of days absent through sickness in the last 3 years and reasons:




REFERENCES

Please provide the names, addresses, telephone numbers and email addresses of two people who may be approached for references. Normally only work and/or education related references should be given. One of these must be your present or most recent employer, the other could be someone who knows you in a work related, voluntary or academic capacity, or is able to comment on your suitability for the post applied for.

	Name
	

	Address


	

	Postcode
	

	Telephone no.
	

	Email
	

	In which context does this referee know you?
	

	Can this referee be approached prior to interview?
	


	Name
	

	Address


	

	Postcode
	

	Telephone no.
	

	Email
	

	In which context does this referee know you?
	

	Can this referee be approached prior to interview?
	


	CRIMINAL CONVICTIONS

Because you will have access to vulnerable people we may carry out Criminal Record Bureau checks. Previous convictions do not necessarily constitute a bar on selection, but failure to disclose such convictions will do so and would result in immediate termination of your services. 

Have you ever been convicted of a criminal offence?

If your answer is YES then please give particulars (including date of offence(s) committed and sentence(s))




DATA PROTECTION ACT 1998
	As part of the recruitment procedure we may collect and store sensitive personal data about you. We are required by law to obtain your consent to such data being recorded. It is our policy to store data relating to recruitment procedures for 12 months after the date on which it is submitted, for internal auditing purposes. Any information of this nature will be treated confidentially.

Sensitive personal data is defined as information relating to any of the following: racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sexuality or sex life, offences and/or convictions

For the purposes of the Act the Data Controller is South West London Law Centres Ltd.


I declare the information given on this form is correct to the best of my knowledge and acknowledge that by signing this form I give consent to sensitive personal information being recorded and stored. I understand that if appointed on the basis of false information contained in this form, I may be summarily dismissed.

Please note: Application forms submitted by email are not required to be signed when returned (to swllcjobs@gmail.com). However, if you are shortlisted you will be required to provide a signed copy of your application form at the interview.

Signature…………………………………………….
Date………………………
Applications may be returned by post, fax or email using the contact information on the guidance notes.

Closing date 10am on Tuesday 16 March 2010

PAID AND/OR UNPAID WORK EXPERIENCE
Please include your current/previous employment, voluntary work, community activities, school placements, time caring for dependants etc. Please put in date order starting with the most recent.

	Date from
	Date to
	Employer
	Job title and salary
	Brief summary of main duties
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


If there is insufficient space then please continue on a separate sheet of paper 
EDUCATION AND TRAINING

Please list any education and/or training (including short courses) that you have undertaken and qualifications you have obtained
	Dates
	Education/Courses/Training
	Qualifications including subject and grades or classification

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


If there is insufficient space then please continue on a separate sheet.
SUPPORTING INFORMATION

The only information that will be used to shortlist candidates will be the information on this form. It is therefore in your interest to ensure that you cover each point on the person specification giving examples to support any statements. 

You should not use more than 3 pages of A4 and the font size should be no smaller than 12 point.

	1. At least two years experience of staff management..

2. Experience of contract management, systems monitoring and performance management.

3. Experience of carrying out research, analysis of that research and report writing.

4. Experience of working within a Quality Mark environment.

5. An understanding of the external funding environment and the impact that has on the activities of SWLLC.

6. Commitment to equal opportunities as set out in the principles and policies of SWLLC.

7. Excellent communication skills, both on a personal basis and when conducting internal communications for SWLLC.

8. Experience of managing people in supporting the teams of people they manage who are both paid and unpaid.

9. An understanding of the challenges of managing staff and services across multiple sites.

10. Ability to prepare reports and support Trustees in strategic decision making.

11. Strong IT literacy skills, including experience of online monitoring using databases.

12. Demonstrated ability to learn new software packages relevant to the role.

13. Ability to represent SWLLC to external stakeholders and to promote the work of SWLLC at external events
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EQUAL OPPORTUNITIES MONITORING SHEET
This form does not form any part of the recruitment assessment. You may return it in a separate envelope if you wish with no name. If it is enclosed in with the application it will be separated prior to any assessment, Information will be used only to assess our advertising and related Equal Opportunities policies.
Post applied for: 

Where did you hear/read about the post?

If from a website, which one?
Gender
Male*


Female*
* delete as appropriate
Ethnic background. (Please tick or enter your own description)

	Black UK
	
	White UK
	

	African
	
	White European
	

	Caribbean
	
	White other
	

	Indian Sub Continent
	
	Irish
	

	Other Asian
	
	Other
	


	Age
	

	Under 25 years
	

	25 -50 years
	

	Over 50 years
	


Do you suffer from a disability?



If so, please give brief details:
Are you a member of any disadvantaged group not listed?

If so, please state which:
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