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EMPLOYMENT APPLICATION FORM
Please complete and return via e-mail to recruitment@adhdandautism.org or by post to: Recruitment Team,  Centre for ADHD & Autism Support, Television House, 269 Field End Road, Eastcote HA4 9XA.

All information provided by applicants will be treated with full confidentiality. Candidates are shortlisted for interview based on the application form alone. It is therefore essential that ALL sections are completed in full.  Please do not send a CV in place of your application form as this will be disregarded.






	Position applied for:
	FUNDRAISING OFFICER


	Where did you see the advertisement for this vacancy?
	[bookmark: Text2]     



PERSONAL DETAILS	

	Title
	[bookmark: Text3]                

	First name(s)
	[bookmark: Text4]     

	Surname
	[bookmark: Text5]     

	Address
	
[bookmark: Text6]     

[bookmark: Text7]                                                                                          Postcode:         
     

	Home phone
	[bookmark: Text8]     
	Work phone
	[bookmark: Text9]     

	
	
	
	Can we contact you here?
	[bookmark: Check1][bookmark: Check2]YES |_|  NO |_|

	Mobile phone 
	[bookmark: Text10]     
	Email 
	[bookmark: Text12]     



	National insurance number
	[bookmark: Text11]     

	

	Right to Work in the UK
	All roles are subject to proof of eligibility to work in the UK and receipt of satisfactory references. Please note we do not have a sponsorship licence and are therefore unable to employ applicants from outside of the UK.



	When can you start / what is your notice period?
	[bookmark: Text15]     



	Are you a relative or partner of an employee of the Charity?
	[bookmark: Check5][bookmark: Check6]YES    |_|   NO  |_|

	If yes, please provide name of employee and how you are related:
	[bookmark: Text16]     

	


	


HEALTH

	Do you have any illness or conditions which would require reasonable adjustments in the workplace or at interview?
	[bookmark: Check7][bookmark: Check8]YES  |_|   NO |_|

	If yes, please give details:
	[bookmark: Text17]     



	Do you consider yourself to have a disability* or additional need?  
	YES  |_|   NO |_|

	If yes, please indicate the nature of this: 
	[bookmark: Text18]     



*Disability is defined in the Equality Act 2010 as a physical or mental impairment which has a substantial long-term adverse effect on ability to carry out normal day to day activities. ‘Long term’ means lasting (or recurring), or likely to last, for a year or more. ‘Substantial’ means it must regularly limit what you can do.

	If you are invited to an interview, do you have any specific requirements related to your disability*?
	YES  |_|   NO |_|

	If yes, please give details:
	[bookmark: Text19]     



CAREER HISTORY

SECTION 1: CURRENT / MOST RECENT EMPLOYMENT

Your current or most recent employment may include voluntary work or work experience.

	Organisation
	[bookmark: Text20]     

	Job title
	[bookmark: Text21]     

	Dates of employment
(month and year)
	[bookmark: Text22][bookmark: Text23][bookmark: Text24][bookmark: Text25]From:          /                        To:           /      

	
Brief description of duties / responsibilities
	
[bookmark: Text26]     








	Reason(s) for leaving or seeking new employment
	[bookmark: Text27]     

	Name of Manager
	[bookmark: Text28]     


SECTION 2: PREVIOUS EMPLOYMENT

Please list your previous employment details in date order, starting with your most recent employment (including voluntary work / work experience). If you have had gaps in your employment, please detail these in section 4.

	Organisation
	[bookmark: Text30]     

	Job title
	[bookmark: Text31]     

	Dates of employment
(month and year)
	[bookmark: Text32][bookmark: Text33][bookmark: Text34][bookmark: Text35]From:          /           To:          /      

	
Brief description of duties / responsibilities
	
[bookmark: Text36]     



	Reason(s) for leaving 
	[bookmark: Text37]     

	Name of Manager 
	[bookmark: Text38]     





	Organisation
	     

	Job title
	     

	Dates of employment
(month and year)
	From:          /           To:          /      

	
Brief description of duties / responsibilities
	
     



	Reason(s) for leaving 
	     

	Name of Manager 
	     



Please note: If you need to continue your employment history, please do so on a separate sheet of paper and attach it to your application form.

SECTION 3: EMPLOYMENT GAPS

If there are any gaps in your employment, please ensure that you clearly identify the dates and provide information that clarifies the situation. Successful applicants will be required to clarify all gaps in employment before a start date can be confirmed.

	Date from
(month and year)
	Date to
(month and year)
	Reason for gap

	[bookmark: Text39][bookmark: Text40]      /      
	[bookmark: Text41][bookmark: Text42]      /      
	[bookmark: Text43]     

	      /      
	      /      
	     

	      /      
	      /      
	     





EDUCATION & TRAINING

Please provide details of School, College, University or other Further / Higher Education attended. 

Please provide details of any other qualifications or courses attended (this includes non-certificated courses) which are relevant to this role. You will be required to produce evidence of your relevant qualification(s) on appointment.

	Period (month / year)
	Name of establishment and Subject
(School, University, Organisation etc)
	Qualification gained / training completed

	From
	To
	
	

	[bookmark: Text44]     
	[bookmark: Text45]     
	[bookmark: Text46]     
	[bookmark: Text47]     

	[bookmark: Text48]     
	[bookmark: Text49]     
	[bookmark: Text50]     
	[bookmark: Text51]     

	[bookmark: Text52]     
	[bookmark: Text53]     
	[bookmark: Text54]     
	[bookmark: Text55]     

	[bookmark: Text56]     
	[bookmark: Text57]     
	[bookmark: Text58]     
	[bookmark: Text59]     

	[bookmark: Text60]     
	[bookmark: Text61]     
	[bookmark: Text62]     
	[bookmark: Text63]     




PERSON SPECIFICATION

This is one of the most important parts of the Application Form 
You must provide evidence to show how you meet ALL of the criteria listed below, and as set out in the person specification. 
It is not enough to simply state that you meet the criteria – you should provide reasoning under each criterion as to how you meet it, giving examples drawing from all aspects of your paid or unpaid employment, education, voluntary work and home responsibilities.

	Person selection criteria: Essential

	Please describe your experience of delivering fundraising activities, campaigns or events. What were your objectives, what actions did you take, and what income or outcomes were achieved?
[bookmark: Text65]     






	

	Give an example of how you have built and maintained relationships with donors, supporters, community groups, schools, corporate partners or other stakeholders. How did you ensure they remained engaged and valued?
[bookmark: Text66]     






	

	Please provide an example of a funding application or grant bid you have written or contributed to. What was your role, and what was the outcome?
     




	

	

	Tell us about a time when you identified and developed a new fundraising opportunity or income stream. How did you research the opportunity, what steps did you take, and what were the results?
[bookmark: Text70]     

	

	Describe your experience of using a fundraising CRM or database. How have you used supporter data to manage relationships, monitor income, produce reports, or identify fundraising opportunities?
[bookmark: Text71]     


	

	What interests you about working for the Centre for ADHD and Autism Support (CAAS)? Please explain how your skills, experience and personal values make you a strong candidate for this role.
[bookmark: Text72]     


	

	Person selection criteria: Desirable

	Tell us about your experience using digital channels such as social media, online fundraising platforms, websites, or email campaigns to support fundraising or engagement objectives. What activities did you undertake and what impact did they have?
[bookmark: Text73]     

	

	This role involves balancing fundraising, relationship management, administration, events, and occasional evening or weekend work. Please describe a time when you successfully managed several competing priorities or deadlines. How did you organise your workload and ensure successful outcomes?
[bookmark: Text74]     

	



REFERENCES  (Please read this section carefully)

The offer of employment is subject to CAAS receiving satisfactory references. CAAS will contact all chosen referees for each successful applicant. In order to ensure that this process is as quick and smooth as possible, applicants should check with their chosen referees that the details they are providing on the Application Form are correct and up to date. Relatives may not be given as referees.  Applicants should also make sure that their chosen referees are willing to provide a reference and are aware that this is a condition of their employment with CAAS. When choosing your referees, you will need to include your current or most recent referee as your first reference. When completing this section, applicants should be sure to complete all fields. Applicants must make every effort to provide the full name of their referee, who should be known to the applicant.

Please name at least 2 referees (we reserve the right to take up references from any previous employer from those provided):

	REFEREE 1 – CURRENT OR MOST RECENT EMPLOYER (including voluntary work / education provider)

	[bookmark: Text75]Name of referee:      
	[bookmark: Text76]Job title of referee:      



	[bookmark: Text77]Organisation name:      


	[bookmark: Text78]Organisation address:      



	[bookmark: Text79]Telephone no:      

	

	[bookmark: Text80]Email address:      


	[bookmark: Text81]Relationship to you: (e.g Line Manager)      





	REFEREE 2 – PREVIOUS EMPLOYER (including voluntary work / education provider)

	Name of referee:      
	Job title of referee:      



	Organisation name:      


	Organisation address:      



	Telephone no:      

	

	Email address:      


	Relationship to you: (e.g Line Manager)      





DECLARATION

I declare that the information given on this form is correct to the best of my knowledge. Information on this form may be held on computer/manual records. I understand that any false information or misinterpretation would result in my application being disqualified or if appointed, could lead to disciplinary action including dismissal.  I consent to CAAS, in line with the Data Protection Act (1998), holding this information in a secure place. If my application is unsuccessful, I understand that the data will be held for 6 months and then destroyed. 
I understand that if I am successful in this application CAAS will arrange for an Enhanced DBS check to be performed on me, and I agree to that taking place. 


	Applicant signature:
	
	Date:
	[bookmark: Text82]     




Safeguarding Statement 
The Centre for ADHD and Autism Support is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff, workers and volunteers to share this commitment. The successful candidate will be required to provide two satisfactory references, undertake pre-employment checks and have a cleared Enhanced Disclosure & Barring check. 

END OF APPLICATION FORM
image1.png
Centre for ADHD
& Autism Support




