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Please complete this Application Form, the Equal Monitoring Form and attach your CV (which should cover your education history, employment history and any relevant training) and send the three documents to Marianne Walker on HR@suffolkrefugee.org.uk. 
Alternatively, you can send the documents by post to Suffolk Refugee Support, 38 St Matthews Street, Ipswich, Suffolk, IP1 3EP.
Deadline for submission: no later than 12 noon 16th April 2026
[bookmark: _Hlk164932729]Any information on this first page will be removed by HR before shortlisting.
	FOR OFFICE USE ONLY - Application number:
	

	Post applied for: Advice Team and Office Administrator


Personal Details
	Full name
	

	Address
	

	Mobile
	
	Other phone
	

	Email
	

	How did you hear of this post?
	




	Do you have a driving licence
	
	Type (ordinary/provisional) 
	

	Do you have access to a vehicle
	
	Fully insured/MOT
	




Why you are the right person for this job?
Explanatory note on completing this section
This is the most important part of the application form shortlisting, so it is essential that you complete this as fully as possible.
	Please explain why you would like to join Suffolk Refugee Support and what you would hope to gain from joining our team.

	

	Please answer each question below outlining your knowledge, experience and skills. Please write between 300 and 500 words per question (in the sections on the next pages)
1. Please describe a time when you supported a distressed or vulnerable individual who had difficulty communicating (e.g. language barrier). How did you ensure they felt understood and supported?
2. Please describe how you would manage a situation where multiple clients arrive without appointments and urgently want to be seen. What would you need to consider?  You may use examples from your own experience if applicable.
3. Describe your experience working with volunteers or a new staff member. How did you help them understand their responsibilities and mentor/support them in achieving the best in their role?

	Question 1

	Question 2

	Question 3




Criminal convictions procedures statement
SRS employees and volunteers are regarded by our funders as being involved in supervision or caring for, or otherwise connected with children, young people or vulnerable adults. 
The role you are applying for is ‘exempt’ from the Rehabilitation of Offenders Act 1974, so you are required to declare:
· All unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974
· All spent adult cautions (simple or conditional) or spent convictions that are not ‘protected’ as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended)
The amendments to the Exceptions Order provide that certain ‘spent’ convictions and cautions are ‘protected’ and are not subject to disclosure and cannot be taken into account. In order to find out if and what you need to disclose you can contact NACRO's Criminal Record Support Service (call 0300 123 1999 or email helpline@nacro.org.uk) for advice.
You will only be required to self-declare this information if you are invited to an interview and we will provide you with a form to complete at that stage.
If your application proceeds, we will also arrange for an Enhanced DBS check including Children and Adult barred checks to be carried out.
We recognise the contribution that people with criminal records can make as employees and volunteers and welcome applications from them. A person’s criminal record will not, in itself, debar that person from being appointed to a post/role. Any information given will be treated in the strictest confidence. Suitable applicants will not be refused posts/roles because of offences which are not relevant to, and do not place them at or make them a risk in, the role for which they are applying.
All cases will be examined on an individual basis and will take the following into consideration:
· Whether the conviction is relevant to the position applied for.
· The seriousness of any offence revealed
· Applicants age at the time of the offence(s)
· The length of time since the offence(s) occurred
· Whether the applicant has a pattern of offending behaviour
· The circumstances surrounding the offence(s), and the explanation(s) provided
· Whether the applicants circumstances have changed since the offending behaviour
However, failure to disclose all cautions, convictions, reprimands or final warnings that are not protected could result in disciplinary proceedings or dismissal.


Any information on this page will be removed by HR before shortlisting.
Referees
	Details required
	A - Your most recent or current employer
	B - Personal

	Name
	
	

	Position
	
	

	Company
	
	

	Address
	
	

	Phone no.
	
	

	Email
	
	


Declaration
	I declare that the information given in this form is, to the best of my knowledge, correct. I understand that canvassing any representative of Suffolk Refugee Support, giving false or misleading information or intentionally omitting relevant information will invalidate my application and, if appointed, may lead to my dismissal.

	Signed
	
	Date
	

	Please Note: the successful applicant will be required to provide proof of their entitlement to work in the United Kingdom.  This request is made in order to comply with our obligations as an employer under the Asylum & Immigration Act 1997.


Data protection 
SRS is committed to protecting the privacy and security of your personal information.  
By submitting this Application Form you consent to us using and keeping information about you provided by you (or third parties such as referees) relating to your application or future employment. This information will be used by the company for purposes relating to recruitment and/or your employment. All personal information which we hold about you will be held and processed in accordance with the data protection legislation. Full details of how when and why we collect personal data about people, how we use it and how we keep it secure is available in our Privacy Policy which you can access on our website.
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