Medical Justice Application Form

Guidance on completing your application[image: ]




Please read these notes carefully. They have been written to help you make the best of your application. The decision to short-list you will be based on the information you provide in the application form.  You need to show how you meet the requirements of the job description and person specification.    
1. Consider making a note of the questions as you may find it helpful to draft of your answers outside of the application form first.    
2. The person specification in the candidate pack describes the skills, knowledge and experience which you will need to do this job. Address as many of the ‘essential’ criteria as possible within your application as this is key for being selected for interview.  It will also be helpful if you address relevant parts of the ‘desirable’ criteria. We suggest you examine the skills and experience being asked for and give specific examples which show that you have them. These examples could be from your professional or personal life, inside or outside of the UK.   
3. If you have been out of paid employment for some time your job history may be less important than some other responsibilities or experience which you have had recently.   
4. Do not forget to include skills and experience that you have gained outside full-time work.   
	Personal Details

	Full name
	Click or tap here to enter text.
	Preferred name (optional)
	Click or tap here to enter text.
	Pronouns (optional)
	Click or tap here to enter text.
	Contact number
	Click or tap here to enter text.
	Email address
	Click or tap here to enter text.
	Home address
	Click or tap here to enter text.








5. Please write out your application in a brief, well-organised and positive way.  
6. Please contact recruitment@medicaljustice.org.uk if you have any issues completing this application form.

	Employment details

	1. Most recent or current employer

	Name of employer
	Click or tap here to enter text.
	Role title
	Click or tap here to enter text.
	Date employed from
	Click or tap to enter a date.	Date employed until (if applicable) 
	Click or tap to enter a date.
	Brief outline of role
	
Click or tap here to enter text.



	Reason for leaving
	Click or tap here to enter text.


	2. Previous employer

	Name of employer
	Click or tap here to enter text.
	Role title
	Click or tap here to enter text.
	Date employed from
	Click or tap to enter a date.	Date employed until 
	Click or tap to enter a date.
	Brief outline of role
	
Click or tap here to enter text.



	Reason for leaving
	Click or tap here to enter text.
	

	Name of employer
	Click or tap here to enter text.
	Role title
	Click or tap here to enter text.
	Date employed from
	Click or tap to enter a date.	Date employed until
	Click or tap to enter a date.
	Brief outline of role
	
Click or tap here to enter text.



	Reason for leaving
	Click or tap here to enter text.
	

	Name of employer
	Click or tap here to enter text.
	Role title
	Click or tap here to enter text.
	Date employed from
	Click or tap to enter a date.	Date employed until 
	Click or tap to enter a date.
	Brief outline of role
	
Click or tap here to enter text.



	Reason for leaving
	Click or tap here to enter text.


	Application form

	
Why are you applying for the role of Office Manager at Medical Justice?

Please answer in up to 500 words.


	Click or tap here to enter text.







	
Please list any qualifications, training or volunteering you have done which is relevant to the role or your ability to meet the person specification. 

Please give dates and the name of the organisation where appropriate.


	Click or tap here to enter text.







	
Using the person specification as a guide, describe how your experience and skills make you a strong candidate for the role of Office Manager. 

Please answer in up to 1,000 words.

	Click or tap here to enter text.









	What is your current notice period?
	Click or tap here to enter text.
	Do you have the right to work in the UK? 

We welcome applications from all qualified candidates; however, you must hold the right to work in the UK to be eligible for this role.
	Click or tap here to enter text.
	If you have used any artificial intelligence (AI) tools to support your application, please briefly describe how they were used

	Click or tap here to enter text.
	How did you hear about this vacancy?
	Click or tap here to enter text.


Instructions to submit your application
Thank you for taking the time to complete this application form, once you are ready to apply, please send the following documents to recruitment@medicaljustice.org.uk: 
1. Completed application form 
2. Your CV (2 pages maximum)
3. The Equal Opportunities Monitoring Form (below) 
How your data will be used
We will use the information you provide on this form to process your application. Your data will be handled in accordance with UK data protection legislation, including the UK GDPR and Data Protection Act 2018. For more information on how we use and protect your data, please see our Privacy Policy.












Medical Justice Equal Opportunities Monitoring Form[image: ]




Equality of opportunity 
Medical Justice operates an equal opportunities policy. The aim of the policy is to ensure that no potential or actual employee, volunteer or user of our services is discriminated against on the basis of race and ethnicity, disability, nationality, gender or gender identity, age, sexual orientation, religion or belief, and pregnancy or parenthood. 
Employment monitoring  
To assist Medical Justice to monitor the effectiveness of its Equal Opportunities Policy as it relates to recruitment procedures, we would be grateful if you would complete this form. 
All forms will be separated from the application forms and will not be used in the selection procedure. This information will be held separately and will only be used for monitoring purposes.  
If you would prefer not to answer any of the questions, please write “prefer not to say” in the field.
	Please state the post you are applying for:
	Office Manager
	What age group do you belong to?
	
☐ 16 – 24 
☐ 25 – 34
☐ 35 – 44
☐ 45 – 54
☐ 55 – 64
☐ 65+
☐Prefer not to say


	How would you describe your gender identity?
	Click or tap here to enter text.
	How would you describe your ethnic origin?
	
Choose an item.

I prefer to self-describe:Click or tap here to enter text.


	What is your religion?
	
Choose an item.

I prefer to self-describe: Click or tap here to enter text.



	Which of the following best describes how you think of yourself 
	
☐Heterosexual or straight
☐Gay or Lesbian
☐Bisexual
☐Other sexual orientation not listed 
☐Prefer not to say  

I prefer to self-describe: Click or tap here to enter text.


	Would you consider yourself to have a disability or long-term health condition?
	Click or tap here to enter text.
	Do you consider yourself to have had lived experience of detention? 

This could include detention in another country or in the UK (immigration detention in an immigration removal centre, prison or institutional asylum accommodation such as military barracks) 
	Click or tap here to enter text.
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