Management Development Network
Part-time freelance administrator
Application form 
3/7/2014 (v.2)


Before applying please read about MDN, its activities and its membership criteria, at www.mdn.org.uk, and also read the role description and person specification sent with this application form.

Please fill in every question. Use N/A if not applicable.

If you need more space and your computer won’t let you expand the size of a box, continue your response at the end of the application form (being sure to use an appropriate heading).

Return this form and any supporting documentation to arrive by midday Wednesday 13 August to mdn@mdn.org.uk or MDN, c/o S Adirondack, Flat 39 Gabriel House, 10 Odessa St, London SE16 7HQ. 

	CONTACT DETAILS

	Name
	

	Address
	



	Home telephone
	

	Work telephone
	

	Mobile
	

	Which is the best number to contact you on?
	

	Email
	

	Website
	

	AVAILABILITY

	If shortlisted, will you be available to attend interview in London on 28 August?
	Yes___   No___
If no, please give dates between 29 August and 5 September when you could be available, and we will keep your application in reserve. 


	Would you need any specific requirements to attend for interview? (e.g. step-free access, documents in large print)
	

	Dates not available in September for induction in London


	Dates not available:





	Will you be able to be available for about 15 hours per week in October & November? (NB after this the weekly workload will be considerably less – possibly even non-existent sometimes)
	

	RIGHT TO WORK IN THE UK

	Are you a national of the UK or another EEA country? 
If we offer you the post, you will be asked to provide documentary evidence.
	Yes___   No___
If no, please give details of your right to work in the UK.


	EMPLOYMENT STATUS

	Are you registered as self-employed with HMRC?
	Yes___   No___
If yes: Tax reference number: 

	Does your registration with HMRC cover this type of admin work?
	Yes___   No___

	If not registered as self-employed, or your registration does not cover this type of work, or you are applying as a limited company or a partnership or as an organisation which provides admin workers, please explain your situation in detail. 







	FEE

	Your hourly rate (excluding VAT) for the type of work described
	

	If applying as an organisation which provides admin workers, what is the hourly fee actually paid to the worker?
	

	Are you registered for VAT?  
	Yes___   No___
If yes: VAT reference number:

	If no, do you anticipate needing to register within the next two years? (Current registration threshold is £81,000 in any 12-month period.)
	Yes___   No___   Possibly___





	PAID EMPLOYMENT

	Paid employment in the past 10 years (or less, if you have not worked that long; or more, if you think it’s relevant).
[bookmark: _GoBack]Most recent first. Please give employer, dates, job titles, brief description of role. For periods of self-employment, describe the general nature of the work you did and the types of clients/customers.
 
Continue at the end of the application form if there’s not enough space here and your computer won’t let you increase the size of the box.

	







	VOLUNTEER/UNPAID WORK

	Volunteer/pro bono/unpaid work in the past 10 years (or less, if you have not worked that long; or more, if you think it’s relevant).
Most recent first. Please give organisation, dates, and the general nature of the work.
 
Continue at the end of the application form if there’s not enough space here and your computer won’t let you increase the size of the box.

	

	ADDITIONAL WORK INFORMATION

	Experience organising or helping to organise conferences and events, whether large or small (e.g. speakers, venue arrangements, catering, administrative support, delegate bookings, arrangements for disabled delegates or speakers, etc) 

	






	Experience taking minutes 

	





	Experience with financial admin 

	






	COMPUTER / IT 

	Describe your level of competence/experience in relation to each of the following.

	Word processing e.g. MS Word

	




	Spreadsheets e.g. MS Excel

	




	Databases e.g. MS Access

	




	Email contact lists e.g.  MS Outlook, Gmail

	




	Accounts programs for small businesses/ organisations e.g. Sage, Money Manager, Xero
	


	Presentations e.g. MS PowerPoint 

	




	Bulk emailing tools e.g. Mailchimp, Topica

	




	Basic survey design e.g. SurveyMonkey

	




	Event booking tools e.g. Eventbrite

	




	Cloud platforms in particular with multiple users, e.g. Google Drive, Drop Box

	




	Blogs or other web content management systems

	




	HTML coding

	







	Any other IT experience/skill you think is relevant



	











	REFERENCES

	Name, organisation, position, postal address, email address, phone
	How long you have known this reference and in what capacity.
References will not be contacted unless you are shortlisted.

	(1)





	

	(2)





	

	HOW DID YOU FIND OUT ABOUT THIS POSITION?

	





Use the next page to continue your response to any questions, add supplementary information, and to list any supporting documentation you are sending.

	CONTINUATION OF PREVIOUS QUESTIONS
ANYTHING ELSE YOU WOULD LIKE TO ADD in support of your application
Please also list here any supporting documentation you are sending.
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