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                                                                                  Candidate number _____________
PART TWO - Application Form for the Post of Administrative Assistant (Lifelong Learning Project)
Fixed Term Contract for three years, initially until 31st March 2016  

Women only need apply as this job is required to be for a person of a particular sex under Schedule 9, Part 1 of the Equality Act 2010

CLOSING DATE FOR APPLICATIONS: 12 noon, Friday 17th April 2015

No late applications will be considered as shortlisting will commence straight away

Interviews will take place during the week commencing Monday 27th April 2015
Please return this completed PART TWO form along with PART ONE to:
Sue John, Enterprise Development Manager, Glasgow Women’s Library at sue.john@womenslibrary.org.uk
1
WORK EXPERIENCE
Please give details of all previous employers, listing your current or most recent employer first. Include any voluntary work you have undertaken. If appropriate use additional sheets as necessary.

Dates


Employers name and address

                   Main duties of post
2
Please detail your administrative and organisational skills, demonstrating your experience and abilities in managing a range of tasks and meet deadlines
3
Please tell us about the broad range of IT skills you have and your experience of using Social Media in any professional capacity
4
Please give examples that demonstrate working on your own initiative and organising your own workload
5
Please detail your experience of a) working with volunteers and b) team working
6
Give a relevant example of your ability to think creatively and proactively 
7
Why do you want to work at Glasgow Women’s Library?

8
 Is there anything else you wish to add in support of your application, bearing in mind the Job Description and Person Specification?
Please list below the names and addresses of two referees unrelated to you, including, if applicable, your present employer

(i)                                                                                   (ii)    
Are you able to work with a degree of flexibility in your hours of employ?  YES / NO
Please indicate where you saw this advertisement / heard of this post
CLOSING DATE FOR APPLICATIONS: 12 noon, Friday 17th April 2015
No late applications will be considered as shortlisting will commence straight away

Interviews will take place during the week commencing Monday 27th April 2015
Please return this completed PART TWO form along with PART ONE to:

Sue John, Enterprise Development Manager, Glasgow Women’s Library at sue.john@womenslibrary.org.uk
