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Application Form – Activities and Facilities Manager

Personal Details
	Title:
	
	Telephone numbers

	Surname:
	
	Landline:
	

	Forename(s):
	
	Mobile:
	

	Permanent Address:
	
	Email address:

	
	
	

	Postcode:
	
	



Work History
Current (or most recent) Employment
	Job Title:
	
	Date from:
	

	Organisation:
	
	Date to:
	

	Brief description of duties and responsibilities:

	



Previous Employment (latest first)
	Job title
	Organisation
	Duties
(brief description)
	Start date
	End date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Education and Qualifications
	Qualification
	Subject(s)
	Country obtained (if not UK)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




Selection Criteria
The accompanying person specification outlines the skills, experience and personal attributes required for the role with the Old Luce Development Trust. These form the selection criteria for the post. Please read the job description and person specification, then outline how you meet each of the criteria. You do not need to have gained these skills in a work environment, you may have gained them in education, through being active in your community, in a voluntary capacity or through your own personal life experience. 

It is important that you give examples to demonstrate that you meet each criterion. For example, if one of the criteria were ‘accuracy’, a statement such as: 

‘I am very accurate’ 

does not demonstrate that you have been required to be accurate; whereas a statement such as: 

‘In my role as Administrator at ABC Company, I entered customer details on a database, requiring a high level of accuracy to ensure that customer contact details were correct. Errors could have resulted in a loss of sales.’

provides a concrete example of how you meet the criteria.

Please address each essential criterion bullet point and as many of the desirable criteria as applicable and limit your response to a maximum of 300 words in each box.

(E)	Essential criteria
(D)	Desirable criteria

	Criterion A: People Skills
· Ability to work with children and vulnerable adults, showing empathy and compassion (E)
· Ability to communicate effectively with a variety of people and in a professional and engaging manner (E)
· Experience of working with children, in a customer-facing role, and/or of recruiting and working with volunteers (D)
· Experience of the voluntary sector or community-oriented work (D)
· Experience of line management (D)

	



	Criterion B: Innovation
· Ability to work with initiative and willingness to try new ideas (E)
· Proactive approach (E)

	



	Criterion C: Planning and Organising
· Ability to plan and organise own workload, retaining focus and direction (E)
· Experience of event organisation and management (D)

	



	Criterion D: Written Communication and Numeracy
· Ability to produce accurate and engaging written materials (E)
· Nat5 English and Maths / Apps of Maths or equivalent (E)
· Attention to detail (E)
· Experience of applying for grants (D)
· Experience of producing publication materials (D)
· Experience of managing budgets (D)

	



	Criterion E: Social Media and IT
· Experience of Microsoft Word, Excel and Outlook (E) 
· Experience of website editing and social media platforms (D)
· Ability to use emerging technologies, such as Canva, to communicate & advertise events (D)

	



	Criterion F: Other
· PVG Scheme Membership
· Ability to travel between locations
· A willingness to undertake training relevant to the role and other tasks in line with the Trust purpose

	



	Additional Information
Please state any other details that you feel are relevant to your application.

	



Work Pattern Preferences
Work pattern preferences will not be used to determine shortlisted candidates
	Preferred hours?
	Full-time
	
	
	Part-time
	
	

	
	
	
	
	
	
	

	If part-time, ideal hours (number)?
One day is 7 hours
	Ideal
	
	
	
	
	

	
	
	
	
	
	
	

	
	Minimum
	
	
	Maximum
	
	

	
	
	
	
	
	
	

	Please state any days of the week when you are not available to work:
	
	



Are you able to be flexible and work 4-5 evenings (pro-rata for part-time) per week in term time, during school holidays, and at least one weekend day per fortnight?
	
	Yes
	
	
	No
	
	



Employment
The Trust is looking to engage someone who is self-motivated and able to work on their own initiative. Evening and weekend work will be required to run activities and events when people are most available. By submitting this application, you agree to the terms outlined in the job description.

References
Please provide two professional referees, for example, from an employer, a Board or Committee member or client. Your referees should be someone who will have a view on your ability to carry out the role. If you are applying for your first employed position, please provide a referee from an educational establishment that you have attended and a personal referee. Your referees cannot be a relative.

We will not contact your referees unless you are the successful candidate and we have informed you of your offer of employment subject to references.

	Name:
	

	Job Title:
	

	Organisation:
	

	Address:
	

	Telephone number:
	

	E-mail address:
	

	Your relationship to this person:
	



	Name:
	

	Job Title:
	

	Organisation:
	

	Address:
	

	Telephone number:
	

	E-mail address:
	

	Your relationship to this person:
	




Declaration
I declare the information provided in my application form is, to the best of my knowledge, true and complete. I realise that false information or omission may lead to withdrawal of the contract. I understand that I will not be engaged until satisfactory references and PVG clearance have been received.

	Name:
	

	
	

	Signed:


	
	Date:
	



PLEASE RETURN THIS FORM TO: recruitment@oldluce.org.uk to arrive no later than 12 noon on 25 May 2026.

Interview
Successful applicants will be contacted for selection testing and interview, which we hope to hold around 8 June 2026. Please note that interviews may be in the evening, as our volunteer Directors are not always available during the day. 

Are there any dates or times when you are not available between the 2 and 12 June 2026? 
	



Whilst we will bear these dates in mind when scheduling interviews, we cannot guarantee to avoid them.
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