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Application Form
	Post:
	Repairs Administrator


	Candidate number: 
For office use only

	



Please complete all relevant sections. Selection will be based on the published person specification. Do not include equality-monitoring information in this form.

Planned interviews: Week commencing 7 December 2026. Shortlisted candidates will be contacted with the confirmed date, time and arrangements.
1. Personal and Contact Details
	Full name:
	

	Address:
	

Postcode: 

	Telephone:
	

	Email:
	

	Preferred contact method:
	Telephone ☐                  Email ☐                              Other:



2. Role Requirements
	If appointed, can you provide evidence of your right to work in the UK before employment begins?
	Yes ☐   No ☐
Dovecotes TMO will carry out right-to-work checks consistently for the successful candidate.

	Are you willing to participate in emergency or out-of-hours arrangements if introduced, subject to reasonable notice?


	Yes ☐   No ☐


Basic DBS requirement: If appointed, are you willing to complete an initial Basic DBS check after a conditional offer under Dovecotes TMO’s staff-vetting policy? Yes ☐   No ☐
Any later repeat check will take place only after a documented review confirms that it remains lawful, necessary and proportionate.
3. Reasonable Adjustments for Recruitment
Do you require any reasonable adjustment or support to take part in the recruitment process? Yes ☐   No ☐
If yes, please tell us what adjustment or support would assist you. You do not need to provide a diagnosis or medical history.
	





4. Qualifications, Licences and Training
Desirable qualifications and training: Please indicate whether you already hold the CIH Level 3 Certificate in Housing Practice, an equivalent recognised Level 3 housing qualification, or HHSRS Level 2 training. These are desirable rather than essential. Where the successful candidate does not already hold them, Dovecotes TMO will arrange and fund the relevant training. CIH Level 3 support is subject to successful completion of probation, operational need, budget approval and any applicable training agreement; HHSRS Level 2 will be arranged as part of the role, subject to operational arrangements.
	Qualification, licence or training


	Awarding body
	Level or result
	Date obtained / expiry

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



5. Employment and Relevant Experience
Include paid employment, self-employment, agency work, apprenticeships and relevant voluntary work, starting with the most recent. Explain any gaps you wish the panel to understand.
	Employer and address
	Job title and main duties
	From / to
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



6. Supporting Statement
Please explain, using relevant examples, how you meet the essential criteria and any desirable criteria in the Person Specification. Include evidence of repairs and customer-service administration, call handling and CRM recording, mailbox management, works orders and appointments, contractor and void coordination, invoice and record checking, performance reporting, safeguarding and compliance, and working within delegated authority. Please also state whether you hold CIH Level 3 in Housing Practice, an equivalent Level 3 housing qualification, or HHSRS Level 2 training. These are desirable rather than essential. Where not already held, Dovecotes TMO will arrange and fund the relevant training in accordance with the conditions stated in this pack.

	

















7. Conflict of Interest
To support fair and transparent recruitment, please declare any close personal, family, business or financial relationship with a Dovecotes TMO Board member, employee, contractor or person involved in this recruitment.
None ☐   Relationship to declare ☐

	Details:






A declaration will not automatically prevent appointment. Any potential conflict will be considered and managed appropriately.

8. References
Please provide two referees, including your current or most recent employer where possible. Referees must not be relatives or personal friends. References will normally be requested only after a conditional offer unless you give permission for earlier contact.
	Referee 1
	Referee 2

	Name: ______________________________
Job title: ____________________________
Organisation: ________________________
Email: ______________________________
Telephone: ___________________________
Relationship to you: __________________
May we contact before a conditional offer? 
Yes ☐ No ☐
	Name: ______________________________
Job title: ____________________________
Organisation: ________________________
Email: ______________________________
Telephone: ___________________________
Relationship to you: __________________
May we contact before a conditional offer? 
Yes ☐ No ☐



9. Pre-Employment Checks
Pre-employment checks: Any offer will be conditional on satisfactory right-to-work evidence, references, verification of relevant qualifications or training claimed, completion of an initial Basic DBS check and any other lawful, necessary and proportionate checks. The Basic DBS check will show unspent convictions and conditional cautions. A disclosure will not automatically prevent appointment; any information disclosed will be considered fairly, taking account of its relevance to the role, the surrounding circumstances and any role-related risk. Any later repeat check will take place only where a documented review confirms that it remains lawful, necessary and proportionate.

10. Recruitment Privacy Notice
Data controller
Dovecotes Tenant Management Organisation (Dovecotes TMO), The Housing Office, 86 Ryefield, Pendeford, Wolverhampton, WV8 1UD, is the data controller for recruitment information. Privacy enquiries may be sent to generalenquiries@dovecotestmo.com or raised on 01902 552780.
Information we collect
We may collect contact details, employment and education history, qualifications and training, assessments, interview information, communications, references, right-to-work evidence and information from an initial Basic DBS check. Information from any later repeat check will be collected only if a documented review confirms that the check remains lawful, necessary and proportionate. Where relevant and lawful, we may also process reasonable-adjustment information and occupational-health advice.
How and why we use the information
We use recruitment information to administer applications; communicate with candidates; assess applicants against the published criteria; arrange reasonable adjustments; verify qualifications, training and experience; obtain references; make and manage offers; carry out lawful pre-employment checks; protect legal rights; and demonstrate fair, consistent recruitment.
Lawful bases and conditions
Applications, assessment, interviews and offers: Article 6(1)(b), pre-contractual steps.
Right-to-work and other statutory checks: Article 6(1)(c), legal obligation.
Recruitment administration, audit, fraud prevention, records and legal claims: Article 6(1)(f), legitimate interests.
Reasonable adjustments and occupational health: Article 6(1)(c), Article 9(2)(b) and DPA 2018 Schedule 1 Part 1 paragraph 1; Article 9(2)(f) may apply to legal claims.
Initial Basic DBS check: Article 6(1)(f), legitimate interests, and UK GDPR Article 10. The primary DPA 2018 condition is Schedule 1 Part 2 paragraph 12, regulatory requirements relating to unlawful acts and dishonesty, where the documented necessity, regulatory or recognised good-practice requirement, inability reasonably to rely on consent and substantial-public-interest tests are met. Schedule 1 Part 2 paragraph 18, safeguarding of children and individuals at risk, applies only where processing is necessary to protect a child or an adult at risk and its statutory tests are met. An Appropriate Policy Document, necessity assessment, fair-decision process and restricted access are required. Only unspent convictions and conditional cautions disclosed by a Basic check will be considered. Any repeat check requires a separate documented review before it proceeds.
Where information comes from
Information will normally come from you. It may also come from referees, qualification or training providers, right-to-work checking services and occupational-health professionals where a post-offer referral is necessary.
Access and sharing
Access is limited to the named recruitment administrators, approved panel members and professional advisers who require specific information for an identified recruitment, legal or governance purpose. We may share relevant information with service providers carrying out recruitment, IT, occupational health, reference or pre-employment checking services on our behalf, and with public authorities where required by law. We do not use equality-monitoring information to make selection decisions.
Automated decisions and international transfers
Dovecotes TMO does not make recruitment decisions based solely on automated processing. Recruitment information is not intended to be transferred outside the UK. If a supplier will store or access information outside the UK, candidates will be told before the transfer where practicable, and Dovecotes TMO will use an adequacy regulation or an approved transfer mechanism, such as the UK International Data Transfer Agreement or UK Addendum, together with any required transfer-risk assessment. Information about the safeguard and how to obtain a copy will be available from Dovecotes TMO.
Retention
Unsuccessful applicants’ application forms, panel notes, scores, correspondence and assessment records will normally be retained for six months after the recruitment process ends and then securely deleted or destroyed, unless a longer period is necessary for a live dispute or legal claim. Information retained for a future vacancy will be kept only with the candidate’s agreement for a stated period not exceeding 12 months. For the successful applicant, information necessary for employment will transfer to the personnel record and be retained under Dovecotes TMO’s employee retention schedule. Right-to-work evidence will be retained for the duration of employment and for two years after employment ends. References and identity evidence will be retained only for the applicable period in the approved retention schedule.
Your rights and complaints
Subject to the circumstances and applicable exemptions, you may request access to your information, correction of inaccurate information, deletion or restriction, object to processing based on legitimate interests, and request transfer of information you provided where the legal conditions apply. Where processing relies on consent, you may withdraw it without affecting earlier lawful processing. Privacy requests may be sent to generalenquiries@dovecotestmo.com. You may complain to the Information Commissioner’s Office at ico.org.uk, by telephone on 0303 123 1113, or in writing to the Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF.
Keeping information secure and accurate
Dovecotes TMO will use proportionate technical and organisational controls to protect recruitment information. Please tell us if your information changes during the recruitment process. Providing information requested as essential may be necessary for us to consider the application or complete lawful pre-employment checks; where information is optional, this will be made clear.
11. Declaration
I declare that, to the best of my knowledge, the information provided is complete and accurate. I understand that deliberately false or materially misleading information may result in withdrawal of the application or, if employed, action under the organisation’s procedures.

	Print Name:
	

	Date:
	

	Signature:
	


End of Controlled Applicant Recruitment Pack
Saving boundary: The applicant-controlled file ends after the signed declaration above. Exclude the following Confidential Equality-Monitoring Form and all internal governance and selection material.
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