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	Please complete ALL sections of the application form in BLOCK LETTERS using black ink or typescript.


	1. Personal details


	First Name
	     

	Last Name:
	      


	Address:
	     

	
	     

	
	     


	Postcode:
	     

	Email :
	     


	Home Telephone No. 
	     

	Daytime Contact No.
	     


	Where did you see this vacancy
	     


	2.   Education, Qualifications & Training 

	Type of Establishment
	Dates
	Exams, Degrees & Qualifications

Grades, certificates

	
	From
	To
	


	Please complete ALL sections of the application form in BLOCK LETTERS using black ink or typescript.


	A. School and Further Education

	     
     
     
     
     

	     
     
     
     
     

	     
     
     
     
     

	     
     
     
     
     

	     
     
     
     
     


	
	
	
	
	
	

	B. Professional and Technical Training or Qualifications

	     
     
     
     
     

	     
     
     
     
     

	     
     
     
     
     

	     
     
     
     
     

	     
     
     
     
     


	
	
	
	
	
	


	C. Additional information…..

	     
     
     
     
     

	     
     
     
     
     

	     
     
     
     
     

	     
     
     
     
     

	     
     
     
     
     


	
	
	
	
	
	


	     3. Current Membership of any Professional Body/Organisation 

	      



	


	    4.  Employment History

	Previous Employment:  Please include any previous experience (paid or unpaid), starting with the most recent first.


Current or most recent employer

	Name of Employer:
	


	Address:
	     

	
	     

	
	     


	Postcode:
	     


	Position Held:
	     


	Date Started:
	     
	Leaving Date:
	     

	Reason for Leaving:
	     



Notice period:

	Brief description of duties:


	     


	


Previous employer

	Name of Employer:
	     


	Address:
	     

	
	     

	
	     


	Postcode:
	     


	Position Held:
	     


	Date Started:
	     
	Leaving Date:
	     

	Reason for leaving:
	     


	Brief description of duties:


	

	


Previous employer
	Name of Employer:
	     


	Address:
	     

	
	     

	
	     


	Postcode:
	     


	Position Held:
	     


	Date Started:
	     
	Leaving Date:
	     

	Reason for Leaving
	


	Brief description of duties:

	

	     


	


Continue on separate sheet if necessary

	5. Supporting Statement 

	SUPPORTING STATEMENT

You should use this section to tell us why you are a suitable candidate for the post. Please address your comments to the job description and the person specification and give specific evidence of your skills and experience. Please note that we will be scoring your application against each of the criteria set out in the person specification and job description (continue on separate pages if required – no more than x2 A4 Sides)


	



	  6. Relationship to board member or B.I.T.M.O employee

	To the best of your knowledge are you related to any Board Member or BITMO Employee?

Yes/No

If yes, what is the nature of that relationship?   



	   7. References


Please give the names and addresses of two persons who have agreed to act as referees.  Your 1st referee must be someone from your current or most recent employer who has a management position or line management 
	Can references be taken during the recruitment process?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	1st Referee (With Knowledge of your career)

	Name
	

	Address
	

	Occupation
	

	Company
	

	Telephone
	

	Email
	

	2nd Referee
	

	Name
	

	Address
	

	Occupation
	

	Company
	

	Telephone
	

	Email 
	


	   8. DATA PROTECTION


	(Please read this carefully before signing this application)

The information you have provided in completing this application form will be used to process your application for employment. BITMO will keep the information you have supplied confidential and will not divulge it to third parties, except where required by law, or where we have retained the services of a third party representative to act on your/our behalf.

AUTHORISATION: I have read the Data Protection notification and understand and agree to the use of my personal data in accordance with General Data Protection Regulations and Data Protection Act 2018.

I also confirm that I am legally entitled to work in the United Kingdom and if interviewed will produce one of the following documents from the list below:-

· a UK passport

· an EU passport or national identity card

· a UK residence permit issued by the Home Office

· an application registration card issued by the Home Office to an asylum seeker stating that the holder is permitted to take up employment

or two from the following:-

· an official document bearing a national insurance number along with:-

· a birth certificate, or

· a letter from the Home Office, or

· an immigration status document

· a work permit, along with:-

· a passport, or

· a letter from the Home Office

In either case, these must confirm the holder has permission to enter or remain in the UK and take the work permit employment in question.

Signed: __________________________________ 

Date: ____________________________________

	    9. Declaration


	I hereby declare that the information given in this application is, to the best of my knowledge, true and correct.   I also agree that any misrepresentation by me will lead to the withdrawal of any offer of employment or my employment being terminated without any obligation or liability to the Belle Isle Tenant Management Organisation (B.I.T.M.O), other than for services rendered. 

I understand that B.I.T.M.O. reserves the right to verify claims made on this application and any subsequent findings of misleading / false information may lead to disciplinary action and dismissal.
I consent to personal data being processed as stated above.




	Signed:
	
	Date:
	     

	
	


*This role will require a Basic Disclosure.  

Please return to:-


Lindsay Woolsey

HR Manager

Belle Isle TMO

Aberfield Gate

Belle Isle 

Leeds

LS10 3QH

lindsay.woolsey@belleisletmo.co.uk

 SEQ CHAPTER \h \r 1
	Rehabilitation of Offenders Act 1974


Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013
The position you are applying for has been identified as being an 'eligible position' under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 [the Exceptions Order] and, in certain circumstances, the Police Act 1997.  As such, it meets the eligibility criteria for a standard or an enhanced disclosure to be requested through the Disclosure and Barring Service (DBS).

Both standard and enhanced DBS disclosure certificates contain information about any convictions, cautions (including reprimands and final warnings) which are not 'protected' as defined by the Rehabilitation of Offenders Act 1974 (Exceptions Order) 1975 (as amended). Enhanced disclosures may also include other relevant police information where this is deemed relevant to the position you are applying for. 

Please be aware that the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013 (S.I. 2013/1198) made amendment to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 to provide that certain spent convictions and cautions will become protected when specific conditions are met.  Protected convictions and cautions will not be disclosed in a DBS check, and employers cannot ask for information about protected convictions or cautions, or take these into account when considering you for appointment. 

Before you complete the question(s) below please read guidance and criteria for the filtering of these convictions and cautions which can be found on the Disclosure and Barring Service website at: www.gov.uk/government/organisations/disclosure-and-barring-service
Where the position has, in addition, been identified as a regulated activity under the Safeguarding Vulnerable Groups Act (2006) (as amended by the Protection of Freedom's Act 2012) an enhanced DBS disclosure will include information which is held on the Children's and/or Adults barred list(s), as applicable to the position.

Please note that you do not need to tell us about convictions, cautions, warnings or reprimands which are deemed 'protected' under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013 - see notes above.  You also are not required to tell us about parking offences.

	* Are you currently bound over, or do you have any convictions or cautions (including warnings and reprimands) which are not deemed 'protected' under the amendment to the Exceptions Order 1975, issued by a Court or Court-Martial in the United Kingdom or in any other country?

	( Yes

( No 

	If YES, please include details of the order binding you over and/or the nature of the offence, the penalty, sentence or order of the Court, and the date and place of the Court hearing.

	

	* Are you currently bound by any barring decision made by the Disclosure Barring Service (DBS) from working with children?

	( Yes

( No 

	* Are you currently bound by any barring decision made by the Disclosure Barring Service (DBS) from working with vulnerable adults?

	( Yes

( No 


Customer Assistant





Belle Isle Tenant Management Organisation


Full Time – 37 hours per week


C1 (£22,183 - £24,491pa)





Belle Isle Tenant Management Organisation has responsibility for repairs and capital investment to maintain approximately nineteen hundred properties in the Belle Isle area of Leeds. 





We have a strong track record of success, and we are looking for the right person to build on our strengths and continue to provide outstanding customer service. As a Customer Assistant, you will provide excellent customer service to all tenants, residents and visitors to Belle Isle TMO, promoting the image of the organisation and ensuring wherever possible that the customer experience is positive.





We offer:





Annual salary increments through the scale.


Contributory Pension scheme.


Employee Assistance Programme & opt in cashback health plan.


Annual holiday of 25 days + bank holidays, increasing by 1 day per year of service up to a


maximum of 5 additional days.


Continuous service when transferring to or from other Local Authorities.


Office location in South Leeds easily accessible by major transport routes & free onsite parking.





Please see the JD for specific duties and more information about the role.





No CV’s will be accepted, applications must be made by completing the attached Application Form and received by 12 noon on Monday 4th October 2021.





Email to: lindsay.woolsey@belleisletmo.co.uk





Post to: Lindsay Woolsey, HR Manager


Belle Isle Tenant Management Organisation Ltd


Aberfield Gate


Belle Isle


Leeds


LS10 3QH








B.I.T.M.O aims to be an equal opportunities employer and to ensure that no job applicant or employee receives less favourable treatment on the grounds of sex, race, disability or any other protected characteristics irrelevant to a person's ability to do a job.








CLOSING DATE: 12 noon 04/10/21





Belle Isle Tenant Management Organisation Ltd


Aberfield Gate


Belle Isle


Leeds


LS10 3QH

















PAGE  
Page | 13
Belle Isle Tenant Management Organisation Limited is registered under the Co-operative and Communities Benefit Societies Act No.29817R. Registered Office: Aberfield Gate, Belle Isle, Leeds LS10 3QH

