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Application Form

Post:
National Official – Bargaining
(Temporary position until June 2021)
Important

Before completing this form please read the enclosed documentation, in particular:
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Applying for a Job:  Guidance Notes
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Job Description
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Person Specification
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You may also find it useful to visit www.napo.org.uk
Please complete the form legibly and return by EMAIL ONLY to

Keith Waldron, Office Operations Manager at kwaldron@napo.org.uk
Deadline for applications: Friday 5th February 2021 (Noon) 
PLEASE DO NOT ENCLOSE A CV AS IT WILL NOT BE CONSIDERED
Section A

Personal Details

Personal details contained in Section A will not be made available to the panel in the initial short-listing stage.

References will only be taken up if you are short-listed

	Name
	

	Address
	

	Work Tel:
	

	Home Tel:
	

	Mobile Tel:
	

	Email Address:
	


References

Please give the contact details of two referees.  If previously employed one of these references must be your present or most recent employer

	Referee One
	Referee Two

	Name
	
	Name
	

	Occupation
	
	Occupation
	

	Relationship
	
	Relationship
	

	Address
	
	Address
	

	Telephone
	
	Telephone
	

	Email Address
	
	Email Address
	


Section B

Work History

Please tell us about your work history including any part-time, casual, voluntary or union work of a regular nature relevant to the job applied for.  You should start with your present or most recent job.  Please continue on a separate sheet if necessary

	Name of present employer/

organisation
	

	Address
	

	Job Title
	

	Date from
	

	Date to
	

	Brief description of main duties
	


	Name of previous employer/organisation
	

	Address
	

	Job Title
	

	Date from
	

	Date to
	

	Brief description of main duties
	


	Name of previous employer/organisation
	

	Address
	

	Job Title
	

	Date from
	

	Date to
	

	Brief description of main duties
	


:
	Name of previous employer/organisation
	

	Address
	

	Job Title
	

	Date from
	

	Date to
	

	Brief description of main duties
	


	Please tell us of any additional involvement with unions, other organisations or activities

	


Section C

Qualifications and Training

This section tells us about the qualifications and training that you have.  Please list below any examination results and professional qualifications that you have.  Please also include details about any relevant training you have received.  You may continue on a separate sheet if necessary

	Examination results obtained at school, college, university  (dates not required)

	


	Professional qualifications obtained

	


	Any other relevant training

	


Section D

Experience, Knowledge and Skills

The Person Specification lists a number of key areas essential to this job.  You will be expected to demonstrate how your experience, knowledge and skills meet each of these requirements

Short-listing will be based on the extent to which you demonstrate how you meet each of the key areas.  You may have gained experience, knowledge or skills through work, union, home, voluntary or other activities

Please do not be afraid to repeat information you have given elsewhere on the form.  Please continue on separate sheets as necessary.  Do not attach your CV to this application form, as the short-listing panel will not consider it.
Please respond to each area of the Person Specification as listed below.  
	1)  
A demonstrated knowledge of industrial relations and employment legislation relevant to trade unions and to the representation of members.

	


	2)  
A demonstrated knowledge and experience of trade union organisation and recruitment.

	


	3)  
A demonstrated ability to negotiate with employers on behalf of union members.

	


	4) 
A demonstrated ability to work as part of a team and an ability to be able to develop policies in conjunction with committees.

	


	5) 
A demonstrated ability to be able to advise branches and members on representational issues.

	


	6) 
A demonstrated ability to communicate clearly, verbally and in writing and to speak at public meetings, conferences and training courses.

	


	7) 
A demonstrated ability to work to tight deadlines and to manage a busy workload without close supervision.

	


	8) 
A demonstrated commitment to the trade union movement.

	


	9) 
A demonstrated commitment to equal opportunities.

	


	10) 
A readiness to adopt a flexible approach to working hours in order to ensure that deadlines are met, and a willingness to travel outside London, including overnight stays when necessary.

	


	11) 
A demonstrated  ability to use information technology systems to produce word documents and communicate with others electronically.

	


	12) 
A demonstrated ability to manage resources.

	


Recruitment Monitoring Form

The information that you provide on this form will be treated confidentially and will not be used in any part of the selection and interview process.  The information will, however, enable Napo to assess the effectiveness of its advertising and recruiting process

Please provide the following information as appropriate

	Where did you see this vacancy advertised?
	


	Gender (please tick)
	
	Female
	
	
	Male
	


	Race (please tick)
	
	Black
	
	
	White
	
	
	Other
	


	Do you consider yourself disabled?

(please tick)
	
	Yes*
	
	
	No
	


	*If yes, please give appropriate details
	


If you are a disabled applicant please advise Napo whether any adjustments or arrangements may be needed for interview

To assist disabled applicants, application forms are welcomed in alternative formats

(e.g. by email)

The Napo office is fully accessible to wheelchair users
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