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FRIEDA SCOTT CHARITABLE TRUST




Application Form for the post of Trust Secretary  -  Confidential
In addition to the information below, please attach a summary CV indicating your employment history and any professional or academic qualifications.  Please return your completed application, either by letter or email, to:  Chris Batten, Director, The Scott Trusts, Stricklandgate House, 92 Stricklandgate, Kendal, Cumbria, LA9 4PU (chris@fcsct.org.uk).  




1. 
Please describe what experience you have of administering the work of a department or small organisation.

2. 
Please describe previous work roles that have required you to be a good communicator.
3.
What is your knowledge or experience of the charity/not-for-profit sector in South Lakes/Eden?

4. What do you think are the top three challenges for the charity sector at present?
5.  Please describe previous work roles that have required you to produce reports/briefing papers.
6.
What experience do you have of working for or with a Board of Trustees?

7.  What do you think are the most important things to include in the minutes of a meeting?

8.  What experience do you have of reading charity accounts and providing financial information?

9.  Describe a time when you represented your organisation at a trade fair, conference, etc.

10. Please describe what other qualities or skills you will bring to this post? 
11.
What software packages have you used and are confident with (e.g. Word, Excel, etc) – please include any database packages you have worked with.
12.
What has been your most senior post to date (e.g. position, budget responsibility, salary)?
13.
Have you ever been involved in proceedings against you in a civil or criminal court?    Yes / No


If Yes, please give details:

14.
Do you have an illness or health problem that may affect your ability to carry out the role as described in the Trust Secretary Job Description?       Yes / No       If Yes, please give details:
15. Finally, could you please list two referees who know you in a professional/work capacity.  

If it would be inappropriate to contact these referees prior to your interview then please indicate.  
All information gathered during this recruitment process will be treated confidentially.



Name: 									Title: 





Address: 








Phone (day): 			  		       Phone (evening):





Email:						       Mobile:








Name of referee				      Occupation / Job title





In what capacity do you know this person?





How long have you known this person?





Address 








Phone number (day)				      Phone number (evening)





Is it okay to approach this person before the interview on September 15?	     Yes / No








 I declare that all of the above information that I have provided on this form is true and accurate.





 Signed . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 	Date . . . . . . . . . . . . . . .  





Name of referee				      Occupation / Job title





In what capacity do you know this person?





How long have you known this person?





Address 








Phone number (day)				      Phone number (evening)





Is it okay to approach this person before the interview on September 15?	     Yes / No








I declare that all of the above information that I have provided on this form is true and accurate.





Signed …………………………………………………..		Date ………………….








