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APPLICATION FORM
COMPETENCY APPLICATION
PLEASE READ THE GUIDANCE NOTES WHEN COMPLETING YOUR APPLICATION
In this section you are asked to outline how your, skills, knowledge, experiences and abilities meet the competencies required for this role (as outlined in the Person Specification).You should draw on your experiences from your current or previous roles or from other relevant situations (such as activities outside work). 
Please write a supporting statement for each of the competencies below referring to the descriptors listed in the Person Specification. Please refer to the guidance notes for more help.
Please note: We are looking for succinct supporting statements so each section is limited to 250 words or 1700 characters max. NB: If you paste text from a document created elsewhere (e.g. Microsoft Word), you will no longer be able to edit your answer if the word or character count is exceeded. For more help, please read our READ ME – Completing pdf forms, in your job pack.
	[bookmark: OLE_LINK69][bookmark: OLE_LINK70]

	Competency: Respect for Diversity
	

	
	Relevant Criteria: • Ability to work in a way that promotes equality of opportunity, diversity and inclusion 


	

	
	
	
	
	
	

	
	Competency: Professional Knowledge/Expertise
	

	
	Relevant Criteria: • Minimum of 1 year recent full time experience (or part-time equivalent) of reception work or customer service environment. • Experience of voluntary / advice sector
	

	
	Competency: Effective Communication
	

	
	Related Criteria: • Ability to communicate complex issues clearly, succinctly and sensitively, both verbally and in writing. • Excellent listening skills • Ability to put people at ease and project a friendly, respectful, and professional manner to centre visitors. • Good tel.ephone communication skills • Able to handle difficult situations and defuse potential problems
Desirable: fluent in English and a Community language
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