Guidance on completing Advocacy Experience’s Application Form
General guidance

We aim to make the application process fair and as straightforward for applicants as possible; these guidance notes are intended to assist you in completing your application. 

1. Please read the application form carefully 

2. The shortlisting panel will not consider CV’s
3. Please complete the form in black ink.  If you word-process the form please keep to the format provided and answer all questions
4. Please ensure your name is written clearly on any continuation sheets
5. Your application will be judged in relation to the person specification for the job. Applicants are strongly encouraged to ensure that they address the requirements of the person specification directly

Supplementary guidance

1 Ensure that your application demonstrates that you meet the requirements of the person specification, by providing evidence and/or examples, do not just tell us that you meet these requirements.  

2 Try to address all items on the person specification, particularly those marked as essential. Even if you feel that particular requirements are not your strongest points, it will be better to provide some information rather than none. 

3 Let us know about skills and experience that you have gained from outside of paid work, for example from community, voluntary and leisure interests or from family responsibilities. 

4 Include education, qualifications, training and employment and include courses that you feel are relevant, not just those which led to formal qualifications. 

Returning the application

Please sign and date the application and enclose the optional Equal Opportunities Monitoring Questionnaire. The deadline for receipt of the application is included in the advert and application pack, please send or deliver your application in good time. Please ensure that the postage fee is sufficient to avoid any delay.

We look forward to receiving your completed application.

ADVOCACY EXPERIENCE EMPLOYEE JOB DESCRIPTION
The Organisation

Advocacy Experience is an established provider of professional independent advocacy services. Advocacy Experience commissioned services are delivered in a range of health and social care environments including low and medium secure forensic services, independent hospitals, assessment and treatment facilities and the community. Advocacy Experience core objectives include supporting patients to effectively self-advocate and the development of professional advocacy services in accordance with emerging best practice and legislation such as the Mental Capacity Act and the amended Mental Health Act.
Geographical spread of services covers the North West region of England.
Job Purpose

The post holder will be instrumental in delivering and developing their role and service for those people using it. The post holder will be instrumental in the continued development of the service that will ensure equal access to independent and confidential advocacy support. Mechanisms for management of the service are in place (including weekly management support, team meetings and regular supervision) however the post holder is required to have the skills and experience to work alone. 
Definition and Model of Advocacy

For the purpose of this service and post ‘advocacy’ is regarded as providing independent support and representation to an individual or group to express their views and wishes. Advocacy Experience has adopted the professional civil advocacy model that supports service users and user groups in developing towards self-advocacy. The service will be proactive in ensuring that the Carers Advocacy Service is promoted widely throughout Tameside and that Carers are made aware of the availability and function of the advocacy service.
Functional Links

· Advocacy Experience’s main office is at 4 Harvard Court, Quay Business Centre, Warrington, Cheshire
· The post holder will be expected to work from one of Advocacy Experience’s satellite offices
· The post holder will be line managed by and Advocacy Service Manager. The Advocacy Service Manager is line managed by the Operations Manager who in turn is line managed by the Director of Advocacy Experience
· The post holder will participate in team meetings
Principal Tasks
· To provide and develop an advocacy service in accordance with the service specification
· To appropriately support advocacy services users to self advocate as fully as possible
· Ensure that effective and efficient record keeping systems and administrative procedures relating to the post are maintained
· Deliver advocacy awareness raising sessions to staff and service users
· Promote the advocacy role and raise awareness of advocacy in it’s many forms amongst the target group

· To fully participate in regular supervision with the Advocacy Service Manager

· To fully participate in regular team meetings

Additional Tasks

· To contribute to the development of protocols and advocacy specific policies
· Provide simple information and appropriate referrals in response to enquiries from people who do not need an advocate

· To deputise for the service manager were appropriate and as agreed between post holder and line manager

· To fully participate in regular supervision with the Advocacy Services Manager
· Attend relevant meetings, conferences, training courses etc both locally and nationally as agreed between post holder and line manager.
· To work within the Anti Discriminatory Policy and other policies of Advocacy Experience
· To carry out any other duties – that are reasonable to the nature and level of the post (clearly agreed between the post holder and line manager)
March 2010 

   EMPLOYEE PERSON SPECIFICATION
	
	CRITERIA

	ADVOCACY
	· Understanding of the role of the IMHA/IMCA and the range and types of advocacy

· Awareness of the experience of people with a mental health issue or learning disability and/or people involved with the criminal justice system

· Awareness of some of the challenges associated with working with people in forensic secure units/Acute hospital settings and in the community

· Experience of having received case work-based supervision either individually or as a team member

· Experience of basic administration including organising case files, managing a caseload and prioritising work



	QUALIFICATIONS/
EDUCATION
	· Good basic education and evidence of lifelong learning

	EXPERIENCE & SKILLS 
	· Ability to effectively communicate, negotiate and empower/enthuse people at all levels

· Ability to be non judgmental

· Ability to work independently of the healthcare units while maintaining good working relationships with healthcare staff

· Knowledge of health and/or social care fields

· Competent in the use of I.T.

· Knowledge & understanding of the specific needs of people detained under the Mental Health Act 1983/2007

· Skilled in presenting oral and written information

· Training skills including the ability to plan and deliver awareness raising and formal training to staff and patients



	TRAINING
	· Willingness to receive supervision

	PERSONAL ATTRIBUTES
	· Ability to work on own initiative

· Good team member

· Self confidence based on a firm commitment to the principles of advocacy

· Ability to respond appropriately to constructive criticism

· Ability to challenge oppressive or prejudicial practices

· Willingness to learn and develop boundaries of professional practice

	PERSONAL CIRCUMSTANCES
	· Able to travel as the job requires

· Flexibility in working arrangements


	APPLICATION FORM 

*PLEASE NOTE: CV’’S WILL NOT BE CONSIDERED

(Please complete in black ink or type and attach any extra sheets as necessary)
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1
Personal Details

	Name:
	

	Address:
	
	Daytime Tel: 
	

	
	
	Evening Tel: 
	

	
	
	Email: 
	

	Postcode:
	
	
	


If appointed, how much notice will you need to give to your present employer?

	


Which post/s are you applying for (specify the position)?

	


Where did you see the post advertised?

	


2 
Education and Qualifications

	Secondary Education
	From
	To
	Qualifications Obtained
	Grade

	
	
	
	
	


	Further Education/Training
	From
	To
	Qualifications Obtained
	Grade

	
	
	
	
	


3
Present and Previous Employment over the last 10 years (most recent first):

	Employer
	From
	To
	Post and nature of employment
	Grade/

Salary
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	


4.  What do you see as the key priorities of this role?

	5. Personal Statement:

Relevant experience, skills and other information, as it relates to the person specification, in support of your application (refer to enclosed ‘guidance on completing application forms’)(continue on a separate sheet if necessary):



6.  Are there any health related considerations that we should know about or any assistance that you require?

	


7. If required can Advocacy Experience have access to your health records?

	


8. Do you own or have access to a car for use during your employment? 

	


9. Please enter names & contact details of two referees.  One must be your present (or most recent) employer:
	Name:
	
	Name:
	

	Job Title:
	
	Job Title:
	

	Address:
	
	Address:
	

	
	
	
	

	
	
	
	

	
	
	
	

	Postcode:
	
	Postcode:
	

	Telephone:
	
	Telephone:
	

	        Email:
	
	Email:
	


I declare that all the information given on this application form is true:

Signed:
Date:

Completed Application Forms should be returned to:

Recruitment Office, Advocacy Experience Ltd, 4 Harvard Court, Quay Business Centre Warrington WA2 8LT or via email to recruitment@advocacyexperience.com
 CONFIDENTIAL

EQUAL OPPORTUNITY MONITORING

In order to help monitor the effectiveness of our Equal Opportunity Policy, would you please supply the following information?
Please note that this information is supplied voluntarily and will be treated in the strictest confidence. This form will be separated from your application and will not take any part in the recruitment process, except to provide statistical information for the monitoring of Advocacy Experience’s Equal Opportunity Policy.

	Name:
	

	Post Applied For: 
	


A)
How would you describe/perceive your ethnic origin?


(Please mark the appropriate box)


BLACK CARIBBEAN
�


BLACK AFRICAN
�


BLACK OTHER (Please specify)
�





INDIAN
�


PAKISTANI
�


BANGLADESHI
�


CHINESE
�


OTHER (Please specify)
�





WHITE
�
B)
Are you?
MALE
�
FEMALE
�
C)
Do you have a disability?
YES
�
NO
�
Thank you for your co-operation

