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APPLICATION FORM for MEMBERSHIP OFFICER  
Application instructions:

1. Download the application form and fill it in electronically

2. Give your application a file name according to the format <MEMOFFICER_yoursurname>

3. Type the file name into the box at the top of your application form.

4. Type the filename into the subject line of your email. Attach your completed application form to an email and send it to mnelles@icon.org.uk by 08.59am on Friday 25th June 2021.  
Please note: 

Application Forms can only be submitted electronically. Hard copies cannot be accepted. Receipt of application forms will be acknowledged by email.

Please ensure that you read the job description and person specification for this post and that you use the application form to show how you meet the essential criteria of the person specification. Please do not use a cover letter or CV for this purpose as these will not be seen by the sifting panel. 

Interviews will take place via Zoom on Monday, 5th July 2021.   
Applicant’s information:

	Surname or Family Name
	

	Other Names


	

	Address
	

	Postcode
	

	Email
	

	Tel. (Day)
	

	Tel. (Eve)
	


	Reasonable Adjustments or arrangements for interview

If shortlisted do you need any reasonable adjustments or arrangements to be made at interviews?

Yes/No

	If yes, please specify:




Education and Training:

	Dates from/to 

(most recent first)
	School/College/University/Other Provider
	Course/Qualification

Including professional registration number where applicable

	
	
	

	
	
	

	
	
	

	
	
	


Experience: Please list experience either paid or voluntary work or other experience which you feel is relevant to your application.
	Dates from/to

(most recent first)
	Organisation and Position
	Responsibilities and Reason for leaving 

	
	
	

	
	
	

	
	
	

	
	
	


	Why would you like to be appointed to this post – and what could you bring to the position? 

(300 words)

	


Essential Criteria in Person Specification: Please demonstrate how you meet the following key criteria by giving examples. Please use no more that 100 words for each criterion.
	Training, experience and qualifications



	· Undergraduate degree or equivalent experience 


	· Previous experience using a CRM system to manage membership records 



	· Previous experience marketing and selling memberships 



	· A strong track record of delivering excellent customer service



	· An interest in and enthusiasm for heritage and conservation 



	Knowledge and skills 



	· Excellent database and/or CRM skills in the context of a membership or voluntary organisation

 

	· Excellent communication skills, both oral and written 



	· Excellent data analysis skills to explain evident trends and inform decisions 



	· Excellent administrative skills 



	· Excellent IT skills (including Word, Excel, Outlook, websites) 




Referees: Provide contact details for two referees, one of whom should be your current or most recent employer. 

	[1] Name
	

	How is the above known to you?
	

	Address
	

	Postcode
	

	Email
	

	Tel. (Day)
	

	Tel. (Eve)
	


	[2] Name
	

	How is the above known to you?
	

	Address
	

	Postcode
	

	Email
	

	Tel. (Day)
	

	Tel. (Eve)
	


	Do you give permission for us to contact references before any offer of employment is made?

[1] Yes/No                                         [2] Yes/No


Criminal Convictions 

	Have you been convicted of any criminal offences which are not yet ‘spent’ under the Rehabilitation of Offenders Act 1974?           Yes  / No  

If yes, please specify in each case. 

The nature of the offence:

The sentence or Court Order:

The date of the conviction:





Privacy Policy 

	In accordance with point 4.8.1 of Icon’s Privacy Policy, the information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment. The personal information that you give us is confidential and will be held securely to ensure its confidentiality. Details will be retained until the recruitment cycle is completed and therefore to a maximum of 1 year. 
By submitting this application form, you agree to the processing of your personal data for the purposes outlined, and where applicable grant permission to the organisation to seek clarification regarding qualifications and professional registration details.



Candidate Declaration - Please read this carefully before submitting your application 

I declare that the information I have given in this application and other relevant documents is accurate and true. I understand that providing misleading or false information will disqualify me from appointment or, if appointed, may result in my dismissal. I understand that if appointed, I will need to sign this form and that it will be kept in my personnel file.
I understand that if I am called for interview I will need to bring along original evidence/documents * that evidence my true identity and eligibility to live and work in the UK and that these documents will be copied and retained by Icon in accordance with UK law and to assist Icon to demonstrate their adherence to said laws regarding immigration.  This applies to ALL applicants called for interview.   You will of course be able to take away your original documents.   Both this evidencing of identity and eligibility to live and work in the UK, along with references that we deem to be satisfactory, will form the legal pathway to any offer of employment, interim, permanent or otherwise.  I understand that providing false evidence or references or upon any working permissions expiring or change in UK law that withdraws my eligibility to work in the UK, then my employment will automatically terminate. 

* Suitable evidence includes 2 documents from the following examples:  A Birth/Adoption Certificate; British Passport, British Citizenship Certificate; a current Biometric document with indefinite leave to remain in the UK, a working VISA/permit granting permission to work in the UK to cover duration of employment.  For a full list please view the UK Government website https://www.gov.uk and search for ‘documents evidencing right to work in the UK’.
Before sending in your application:

1. Give your application a file name according to the format <MEMOFFICER_yoursurname>

2. Type the file name into the box at the top of your application form.

3. Type the filename into the subject line of your email. Attach your completed application form to an email and send it to mnelles@icon.org.uk by 08.59am on Friday, 25th June 2021. 
Where did you see this job advertised? Please be specific – name of website or publication.
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