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External Application form

(Applications for this role must be received by 23.59 (GMT) 14th September
WFD DOES NOT PAY COSTS ASSOCIATED WITH RELOCATION, INCLUDING VISAS
	Post 
	Monitoring and Evaluation and Communications Coordinator
	Contract type
	Full Time 

Fixed term contract of service


	Location
	Belgrade, Serbia


	Salary range
	£2,200 - £2,500 gross per month

	Applications can be returned by email to: recruitment@wfd.org 

Or by post to: 

Westminster Foundation for Democracy, 

8th Floor, Artillery House, 

11-19 Artillery Row, 

LONDON, SW1P 1RT

Please do not send applications by both email and post as this may cause duplication. The above email should not be used for general enquiries.


1. About You
	Surname
	
	Title
	

	First name(s)
	
	Previous names
	

	Address
	
	Dates of residence
	

	Home Phone
	
	Mobile
	

	Email address
	

	Place of birth
	
	Nationality
	

	Do you hold a current passport
	
	If ‘Yes’, passport nationality
	

	Where did you view the advert for this vacancy?
	

	The following sections only apply if the post is located in the UK:

	If you are a non-EU citizen do you have leave to enter and remain indefinitely in the UK free from restriction?
	

	If ‘Yes’, please enclose copies of your passport and/or visa and any Home Office letters confirming this with your application. Originals may be required if your application is progressed


2. About your education, qualifications and training

Please list any time spent in full or part-time education in the last five year starting with the most recent occasion.

	Name & address of education
	Dates
	Subjects studied

	
	
	

	
	
	

	
	
	

	
	
	


Please list here all academic and profession qualifications and training you have completed.

	Qualification or Training (subject and level e.g. GCSE Maths or bachelors degree)
	Date of completion
	Grade (if relevant)

	
	
	

	
	
	

	
	
	


3. About your employment history

	Are you currently in employment?
	

	If ‘Yes’ how much notice are you required to give?
	

	Please state your most recent monthly salary and benefits
	


Please list all your previous employers starting with your most recent including voluntary or unpaid work. If you have been dismissed or required to resign this must be clearly indicated within ‘reason for leaving’.
	Name and address of employer
	Dates of employment
	Position held and main duties
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	


4. Membership of professional bodies

If you are a member of any professional body please give details below.

	


5. Your knowledge, skills and experience
Please provide specific examples that best demonstrate your knowledge, skills and experience in relation to the requirements of the role as set out in the job description and person specification. You should ensure that you provide evidence of your experience against all of the essential requirements of the role at least. Your examples should set out the situation, the task, the action you took and the results.

You may use examples from any aspect of your life such as your educational experience or involvement in any paid/unpaid/voluntary work.

Please limit your answer to 1000 (one thousand) words
	


6. Computer skills
Please use this section to tell us about any computer skills you already have. Please put an X in the box which most accurately reflects the level of experience you have in each application. Please add any applications which are not already listed.
1:
No experience

2:
Little experience – less than 20 hours total time on package; would not feel comfortable using the package without guidance.

3:
Competent – more than 20 hours experience on the package. Know all the basic functions but would need help with less commonly used functions.

4:
Highly competent – Able to use the package and have used it more than once per day, would need no help.

5:
Advanced – able to confidently use advanced functions and have an in-depth knowledge of the package and able to train others.

	Application
	Example
	1
	2
	3
	4
	5

	Word processing
	Microsoft word
	
	
	
	
	

	Information Management
	Microsoft SharePoint
	
	
	
	
	

	Spreadsheets
	Microsoft Excel
	
	
	
	
	

	Database
	Microsoft Access
	
	
	
	
	

	Internet 
	Explorer
	
	
	
	
	

	Email
	Microsoft Outlook/ Office 365
	
	
	
	
	

	Presentations
	Microsoft PowerPoint
	
	
	
	
	

	SAGE finance system 
	SAGE Line50
	
	
	
	
	


7. Language skills

Please use this section to describe any language skills you possess or are learning. We value all language skills and would like to know about your written and verbal skills. Please indicate level of fluency.

	


8. Public interest

Westminster Foundation for Democracy is a UK Non-Departmental Public Body sponsored by the UK Foreign & Commonwealth Office (FCO). Employees may find that matters or incidents which previously attracted no attention; could become matters of public interest once they are in post. 

Please give details below (including date, dealing authority, offence or nature of incident and the outcome or result) if you have been:

· Found guilty by a court of any offence (excluding parking but including all motoring offences such as drink-driving) which is not spent (in accordance with the Rehabilitation of Offenders Act 1974) in the UK or abroad.

· Been charged with an offence which is still pending

· Been put on probation
· Received a formal caution
· Been bound over after being charged with an offence

· Become bankrupt over the past 10 years

· Been dismissed from any office over the past 10 years

· Ever been disqualified from either acting as a Company Director or in the management of a company

	


Please note that evidence of any of the above will not necessarily disqualify a candidate from being appointed. Each decision will be taken on a case-by-case basis dependant on the nature of the circumstances. However, a failure to disclose relevant information which is subsequently discovered may result in the application or employment being summarily terminated.
9. Conflicts of interest

Applicants should give details below of any possible conflicts of interest. Conflict of Interest can be (but is not limited to) direct financial gain or benefit; such as payment for services provided to the Foundation; the award of a contract by the Foundation to another organisation in which the contractor has an interest and/or from which they will receive a financial benefit; indirect financial gain such as the employment of a spouse, civil partner, partner or friend where their finances are interdependent; non-financial gain such as conflicts of loyalty.  Due to the nature of the Foundation’s work, applicants must disclose past or current political affiliations or activities that, if the application were successful, could impact on WFD’s reputation as a politically neutral organisation. The Westminster Foundation for Democracy reserves the right to refuse to accept additional work or conflicts of interest which are felt to have an adverse effect on the performance of a contractor’s normal duties or on the reputation of the Westminster Foundation for Democracy.

	


10. References
Please give the name and contact details of two referees for the purposes of references. One should be your current or most recent employer. Referees will only be contacted if you are offered the role, although any offer will be subject to the receipt of satisfactory references.
Referee 1

	Name of Referee
	

	Name of Company (i.e. employer) if relevant
	

	Relationship to you
	

	Address
	

	Telephone contact
	

	Email contact
	


Referee 2

	Name of Referee
	

	Name of Company (i.e. employer) if relevant
	

	Relationship to you
	

	Address
	

	Telephone contact
	

	Email contact
	


11. Declaration

I declare that the information contained within this application is correct and correct. I understand that, if I have knowingly provided false information or have directly or indirectly canvassed a governor or an officer of the Westminster Foundation for Democracy in support of my application, I may be disqualified or dismissed after appointment.
Signature:

Date:

(If you are submitting this application by email please enter your name and the date above. Please note by submission of this application, whether in hard copy or electronically by email, you will be considered to have given explicit agreement to the above declaration).

The Equality Act 2010 makes it unlawful to discriminate against a disabled person in all areas of employment, including recruitment. 

If you believe you have a disability under the Equality Act and have any specific needs to be taken into account please inform us at any stage of the recruitment process; adjustments will always be made if it is reasonable to do so.
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