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APPLICATION FORM

ADMINISTRATIVE ASSISTANT

MISSION HOUSING LTD






All completed applications should be emailed to:
judi@missionhousing.org.uk
Closing date: 5pm 30 January 2026


Confidential Application Form

Once completed email it to judi@missionhousing.org.uk or post it to Judi Feasey, Mission Housing Ltd, 8 Belmont Hill, London, SE13 5BD marked as Private and Confidential.  Please use black ink or typescript.  Additional pages can be attached.

	
Personal Details

	

	
Forename:

	
Surname:

	
Address:



Post Code:

	
Mobile Tel:



	
Email Address:


	
Do you require a work permit to work in the UK? Yes / No 

If yes, do have you the required work permit? Yes / No 

Evidence of your eligibility to work in the UK will be required should you be invited to interview. 




	
Interview process


	
Do you require any reasonable adjustments to be made regarding a disability during the recruitment process, including if you are invited to interview?   

	          
  Yes   /    No


	
If ‘Yes’ please give details:












	
Current/Most Recent Employment
 
	

	
Employer: 

Job Title:

Start Date:

Date Left:


Employers Address:



	
Reason for (thinking about)  Leaving:





Current Salary:

	
Provide a description of current duties and responsibilities











	
Previous Employment

If you have no previous employment history, you can use experience and knowledge gained from educational environments, voluntary work, leisure interests and any other activities you consider relevant to this position.


	
Dates: From
	

To
	
Name of Employer
	
Job Title and Brief Description of Duties

	
	
	


	

	
	
	


	

	
	
	


	

	


	
	

	

	

School, College or University
	
Examinations taken or to be taken (with dates) and qualifications obtained


	



	

	



	

	



	



	

Your Christian Faith
There is an occupational requirement to be a Christian for this role under Part 1 of Schedule 9 to the Equality Act 2010. The successful applicant will be expected to be in full agreement with the Christian beliefs, mission, values and ethos of Mission Housing, and be living a life that is consistent with this commitment. 

Please give details of how you came to faith, the church you attend, how you serve within your church, how you serve elsewhere, and how your faith impacts your everyday life.


	


















	
SUPPORTING STATEMENT
In this section, please outline your skills, knowledge and attributes that meet the required level of competency as outlined in the Person Specification. You should draw on your experience from your current or previous roles or from other relevant situations, such as activities outside work. 

	



































	Referees
For the successful candidate we will take references from your current or most recent employer if you have one. Please provide the employers name and address and the contact details of the person authorized to give the reference (not a work colleague). Please also provide the contact details of another person willing to act as a referee, this could be your church minister/leader. You should not provide names of friends or relatives. We will not contact your referees without your prior permission. 


	
Reference One (Employment)

Referee’s Name:

Company / Organisation:

Address:




Job Title:

Relationship:

Tel No:

Email:

	
Reference Two (Other e.g. Church Leader)

Referee’s Name:

Company / Organisation:

Address:




Job Title:

Relationship:

Tel No:

Email:





	
Declaration


	
To the best of my knowledge and belief the information I have given is correct and I have not omitted any material information. I understand that my application will be disqualified or, if already appointed, my appointment may be terminated without notice if I have knowingly given false information or withheld material information, whether or not this would have impacted the decision to appoint me. 

I confirm my agreement with the Christian beliefs, mission, values and ethos of Mission Housing. 

I hereby give my consent for personal information (including recruitment monitoring) provided as part of this application to be held on computer or other relevant filing systems in accordance with the UK-GDPR and Data Protection Act 2018 for the purposes of this recruitment process.


	

Signature of Applicant:__________________________ Date: 


	
Criminal Convictions




This declaration must be completed as Mission Housing is entitled to ask exempted questions relating to the Rehabilitation of Offenders Act 1974.  This sheet will be removed from the application form and will only be accessible to recruitment panel.  If you are selected for interview, the interview panel chair person will go through it with you.

Having a criminal conviction does not exclude you from employment.  All such information you provide below will be completely confidential and will be considered only in relation to your application for the post.

Please give details of any existing convictions or pending criminal proceedings:

	
Date:

	
Conviction or Pending Criminal Proceedings:

	
	


	
	


	
	





I declare that I have no convictions that have not been declared that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013) and understand that failing to provide such information could lead to termination of employment.


Signature of Applicant: _________________________ Date: ____________


Please Print Name: _____________________________________________

	
Equal Opportunities Monitoring Form



Mission Housing is an equal opportunities employer and operates a monitoring procedure to record the sex and ethnic origin of all job applicants.  We use the information provided to check our recruitment and selection processes which ensures that no group is at a disadvantage, either directly or indirectly.

The information you provide will be treated in the strictest confidence and will not affect your application.  

	
Gender: 

	
Male / Female



I would describe myself as being of the following ethnic origin (please circle)

	
White British
	
Irish
	
White & Black Caribbean
	
White & Black African

	
Asian or Asian British
	
Indian
	
Pakistani
	
Bangladeshi

	
Black or Black British
	
Caribbean
	
African
	
Chinese

	
Other: Please provide details

	




	
Medical Details  


	
Do you have any medical condition, which may affect your ability to discharge the responsibilities of this post? 
	

	
If you have previous employment history, please indicate your absence from work through sickness (other than disability related absence and pregnancy related absence) in the last 2 years: 
	

Number of Days:

	
Do you have any disability that (subject to any reasonable adjustments) may impact your ability to discharge the responsibilities of this post? Yes/No

	If yes, please state:
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