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APPLICATION FOR EMPLOYMENT

Sefton Council for Voluntary Service
HR, Compliance and Governance Manager


APPLICATION PROCEDURE

Please return your completed Application Form and Equality and Diversity Monitoring Form to recruitment@seftoncvs.org.uk.

Or by Post: 
Recruitment
Sefton CVS 
3rd Floor, North Wing, 
Burlington House, 
Crosby Road North, 
Waterloo 
L22 0LG 

Sefton Council for Voluntary Service wishes to ensure that comparison between applicants for posts is thorough, fair, and in line with our equal opportunities policy. It is essential therefore that you complete this application form fully as it will be used to assess whether you will be shortlisted for interview. 

Please do NOT enclose or refer to a separate C.V. as this does not form part of the assessment process and will automatically be discarded. 

Please use black ink or black type when completing this application.

Please complete each section in full. You can expand the boxes where necessary, however the total length of your application must not exceed 13 pages. The font must not be reduced below 10pt










Personal Details

	Name

	Eleanor Dodd

	Home Address
	
Flat 1, 12 Victoria Road West






	Phone Number (day)
	07941950597


	Phone Number (evening)
	07941950597


	Email

	Ellie.dodd@hotmail.co.uk

	National Insurance Number
	PE037680A

	If successful, how soon could you take up the post?

	1 month

	Do you require a work permit to work in the UK?

☐  Yes			☒  No



Qualifications   (Academic and /or Professional)

	Awarding  Body
	Details


	CIPD
CIPD
John Moores
West Lancs College
Deyes Highschool
	L5 – Associate Diploma in People Management 
L3 – Foundation in People Practice
Degree in International Tourism Management
Diploma in Professional Cookery
English C, English Literature C, Maths C, Science, C















Special Training (Please give details of any training / short courses which you think are relevant to your application.)

	Details


	
CIPD – L3
CIPD – L5 (currently studying)
























Employment History 
Please provide details of past and present work, starting with the current or most recent. This can be paid work, voluntary work, school placements, life experiences, and time spent caring for dependants etc. 

	Current / Most Recent Role

	Job Title

	HR Assistant

	Employer

	DAMS

	Start Date 

	October 2023
	End Date
	Present
	Salary / Grade
	

	Address
	
DAMS
Admiralty House
Burscough
L40 




	Main Duties / Responsibilities
	
• Managing day to day HR tasks across DAMS’s 3 sites
• Handle employee records, ensuring accuracy and confidentiality throughout systems
• Addressing inquiries and providing advice on HR related matters
• Complete onboarding processes with new starters, including collecting important and sensitive data
and inputting onto system accurately and confidentially as per GDPR
• Completing Right to Work checks for new starters
• Completing DBS checks
• Presenting for a group of staff or new starters
• Regularly updating systems
• Allocating appropriate training
• Managing the HR email inbox and liaising with staff who work from 3 different sites.
• Liaising efficiently and effectively with different departments
• Performance management
• Policies – updating, advising and supporting managers to enforce
• Supporting all staff with wellbeing





	Reason for Leaving
	
Looking to develop my skills and knowledge






Additional Work Experience 
Please provide details of other work, starting with the current or most recent. This can be paid work, voluntary work, school placements, life experiences, and time spent caring for dependants etc. 


	Details
Please include details such as Job Title, Employer, and a summary of your main duties and responsibilities
	Start date
	End date
	Reason for Leaving

	
Coyne Recruitment
Executive Administrative Assistant
• Acting as the administrative point of contact between the consultants and internal/external clients &
candidates
• Undertaking the tasks of receiving calls, take messages and routing correspondence
• Formatting data and correctly uploading it securely onto the system
• Regularly create content and post on all social media platforms
• Handling consultant and candidate requests and queries appropriately
• Maintain diary, arrange meetings and appointments and provide reminders
• Make travel arrangements
• Produce reports, presentations and briefs
• Develop and carry out an efficient documentation and filing system
• Updating and uploading candidate details onto the system in line with GDPR & the Data Protection act
• Frequent updating of spreadsheets
• Great knowledge of all Microsoft programmes
• Good knowledge of Data Protection & GDPR

Administrative Assistant/ Duty Manager
Hampton by Hilton Liverpool
• Liaise with each department efficiently, ensure any important information regarding billing & payments
is handed over to the reception team.
• I am also required to raise invoices & credit notes for guests/clients
• Provide reports for different departments via excel & the system
• Chase overdue invoices
• Raise PO’s
• Check and record all receipts
• Reconcile accounts which have not yet been settled.
• Input large group reservations into the system
• Answer guest queries & reviews
• Handle customer & employee issues
• Overseeing operations including maintenance, the restaurant and bar
• Ensuring health & safety regulations are up kept on shift by doing regular floor walks
• Uphold and enforce company policies
• Manage the team on shift

Front of House Receptionist
Formby Hall Golf Resort & Spa-Formby
• Formby Hall is a luxury Golf Resort & Spa locates on the stunning golf coast in North West England.
• My job role is to create a fantastic impression and a great customer experience for guests.
• Being in this job role means I have to be able to work in a fast paced & organised environment.
• Building a relationship with the guest & ensuring they feel welcome, happy and satisfied with their stay.
• Ensure we provide quality service & a great experience for all visitors.
• I believe the hotel reception is one of the most important aspects of working within a hotel, this is
because you are the first person a guest sees when they walk in and the last before they leave.
• Dealing with luxury clientele
• Hosting and checking in large groups
• Welcoming important corporate guests, recognised sporting teams & celebrities
• Main point of contact for all guests in the hotel, spa, restaurant & golf course
• Liaise with other departments to ensure everything is running smoothly
• Cash handling & looking after and counting the safe at the start and end of every shift

Contact Tracer
Serco Group-Liverpool
• After being made redundant, I quickly took up a job working for Test & Trace.
• My duties included liaising with my team leader
• Contacting positive cases & contacts of positive cases to ensure they were self isolating and to help
out with any issues (such as welfare & financial) they faced during their time in isolation.
Reservations Coordinator

Formby Hall Golf Resort & Spa-Formby
February 2019 to October 2020
• Formby Hall is a luxury Golf Resort & Spa locates on the stunning golf coast in North West England.
• My job role was to create reservations for clients, accurately entering sensitive data into the system.
• The timings of their stay were also booked & thought out by myself.
• Being in this job role means I have to be able to work in a fast paced & organised environment.
• It also includes building a relationship with the guest & ensuring they feel welcome before they even
step foot on the resort.
• We worked as a team, creating seasonal & on trend offers at the best possible price for our guests.
• We ensured quality & a great experience for all visitors.




Duty Manager
Heywood House Hotel-Liverpool
• Heywood House Hotel is a 4 star busy hotel located on Fenwick Street in Liverpool City Centre.
• I am passionate and was always thinking outside of the box when it came to my managing roll.
• I always thought ahead for the guest and the business.
• At Heywood House we were always looking for ways to improve the guest experience.
• My responsibilities included overseeing the running of the hotel, reservations management, taking care
and control of reception and ensuring all guests were satisfied.
• Thinking quickly on my toes to resolve any issues as quickly as possible
• As there are lots of other hotels within Liverpool city centre, I always had to keep my eye out on trends,
such as pricing, offers, seasonal trends.
• Ensure any extras that guests ordered to the room (such as balloons, flowers, prosecco, cakes etc.)
were ordered and placed within the room ready for the guests arrival.
• I also dealt with lots of contracts, ledgers & invoices. I always ensured I kept track of them, keeping in
close contact with the companies to ensure delivery in a timely manor.
• Overseeing the shift and ensuring everything ran smoothly
• Ensure that health & safety regulations were upheld by doing regular floor walks on shift
• Uphold and enforce company policies
• Deal with & resolve guest complaints

Receptionist
The Liner Hotel-Liverpool
November 2017 to June 2018
• The Liner Hotel is a 3 Star hotel located on Lord Nelson Street within the heart of Liverpool City Centre.
• It Is a busy, fast paced environment.
• This meant that I had to think on my toes and make quick decisions.
• I believe the hotel reception is one of the most important aspects of working within a hotel. This is
because you are the first person a guest sees when they walk in and the last before they leave.
• Building a good relationship with a guest is important for me as making them feel welcome and making
the experience as comfortable as possible is a priority.
• I completed intensive training within the Liner and got to learn the ins and outs of the job within the
months I worked there.
• I am fully Opera trained, also completing some training within reservations.
• I work well within a team and by myself. I am friendly, confident and smiley.
• I relate to guests and always try to build a good relationship with them whenever I get the chance,
whether that be chatting on check in or greeting them when I see them in reception.
• Good customer service is an extremely important part of the job.
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Career progression























End of Fixed Term Contract



















Moved house

























End of Covid










Redundancy due to Covid 
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Progression of career


 





References
(Please provide the names and addresses of two people who are willing to give references, one of whom must be your current or latest employer.)
Referees will be required to comment on your competence, personal qualities and suitability for the post.

Referee 1

	Name

	Christopher McLaughlin

	Job Title

	Night Manager

	Relationship

	Manager

	Address
	
Heywood House Hotel
Fenwick Street
Liverpool
L1





	Email Address
	


	Phone Number
	





Referee 2

	Name

	Andrew Coyne 

	Job Title

	Director

	Relationship

	Manager

	Address
	Coyne Recruitment
Queens Dock Business Centre
Liverpool
L1






	Email Address
	


	Phone Number
	





Please note that referees will only be contacted if you are offered the post.

 PERSON SPECIFICATION

Please read the person specification carefully for this post and tell us about your skills & experience in each of the following areas. Expand the boxes and continue on to additional pages if necessary. 

	Essential Requirements for this post 

As a student currently pursuing a Level 5 CIPD qualification and working in the field as an HR Assistant, I possess both the foundational knowledge and practical experience that align well with the essential requirements of this role. Here’s how I think my skills make me a strong fit for this position:

	1.	Compliance with Regulatory, Legal, and Compliance Standards
Studying for my L5 CIPD and having already obtained my L3 has provided me with a solid understanding of HR regulations, compliance frameworks, and legal standards. Through my current HR Assistant role, I regularly complete tasks and processes which deepen my knowledge and understanding of important regulations. The experience has helped me become diligent in maintaining compliance in day-to-day HR functions, allowing me to effectively support the organisation.
	2.	Understanding of HR Issues and Emerging Trends
My coursework and assignments in the Level 5 CIPD course keep me updated on current and emerging HR issues across the UK and wider sectors. I actively apply this learning to my role by identifying trends and their implications on HR practices. This experience would enable me to assess HR issues for Sefton CVS and develop strategies that align with both sector-wide trends and specific organisational needs.
	3.	Information Governance and Data Protection Knowledge
My L5 studies emphasise the importance of data protection and GDPR compliance, which is a key part of today’s HR practices. In my role as an HR Assistant, I am mindful of data protection standards and managing sensitive employee information in line with GDPR requirements. This focus on confidentiality and compliance ensures that I am well-prepared to take on responsibility for protecting client and service user data.

	4.	HR Systems and Procedure Management
As an HR Assistant, I am directly involved in managing HR systems. Keeping systems up to date with the most current employee information. I also take ownership of procedures such as starters, leavers, changes, absence and maternity. This experience has showed me the importance of solid HR processes. Combined with my CIPD training, which reinforces HR’s best practices, I am well-equipped to ensure that Sefton CVS has the right HR systems and procedures in place.
	6.	Liaising with External HR Advisers
I frequently have contact with external HR advisors and an employment lawyer. The way the business works, it is a group function, so there are HR staff across other organisations that I must liaise and meet with on a regular basis.  This helps me to gain exposure to the best practices in policy compliance and also complying with Employment Law regulations. 

In summary, my CIPD studies provide theoretical and practical knowledge of essential HR ideas, while my current role as an HR Assistant has given me real-world experience with regulatory compliance, HR systems, data protection, and collaboration with senior management. Together, these experiences ensure I am well-prepared to fulfill the essential requirements of this position.



















	Desirable Requirements for this post 























	Do you meet all of the Common Requirements for this post? Y/N
Yes




Relationships

	If you are related to a director, or have a relationship with a director or employee of an appointing organisation, please state the relationship

No



General 

	Where did you see this post advertised?

Online



Rehabilitation of Offenders Act 1974
The Rehabilitation of Offenders Act 1974 (as amended) helps rehabilitated ex-offenders back into work by allowing them not to declare criminal convictions after the rehabilitation period set by the Court has elapsed and the convictions become ‘spent’. During the rehabilitation period, convictions are referred to as ‘unspent’ convictions and must be declared to employers.

Sefton CVS aims to promote equality of opportunity and is committed to treating all applicants for positions fairly and on merit regardless of ethnicity, disability, age, gender, gender re-assignment, religion or belief, sexual orientation, pregnancy or maternity and marriage or civil partnership. The organisation undertakes not to discriminate unfairly against applicants on the basis of a criminal conviction or other information declared.

You are required to declare all current ‘unspent’ criminal convictions or cautions (including reprimands and final warnings). You are not required to disclose convictions or cautions which have become ‘spent’.

As part of assessing your application, organisations will only take into account relevant criminal record and other information declared which is relevant to the position being applied for. 

Answering ‘yes’ to the question below will not necessarily bar you from appointment. This will depend on the relevance of the information you provide in respect to the nature of the position for which you are applying and the particular circumstances.


Are you currently bound over or do you have any current ‘unspent’ convictions or cautions (including reprimands or warnings) that have been issued by a Court of Court-Martial in the United Kingdom or in any other country?

Yes	☐				No	☒

If Yes, please include details of the order binding you over and/or the nature of the offence, the penalty, sentence or order of the Court, and the date and place of the Court hearing. You do not need to tell us about parking offences.




Declaration:

	
I confirm that the information provided in this application is both truthful and accurate. I have omitted no facts that could affect my employment. I understand that any false misleading statements could place any subsequent employment in jeopardy. I understand that any employment entered into is subject to documentary evidence of my right to work in the UK and satisfactory references. I expressly consent to personal data contained within this form being recorded for the purposes of assessing suitability for the post and may form the basis of any subsequent personnel file.   


Signature: 	        Edodd                              ________	Date: 	                   12/11/24                   


Sefton CVS shall treat any personal information that you provide to us, or that we obtain from you, in accordance with the requirements of the Data Protection Act 1998. After initial assessment, Sefton CVS may keep your contact details on file pending suitable opportunities that may arise in the future. Please tick if you do not wish us to hold your details.
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DISABILITY CONFIDENT EMPLOYER 

Sefton CVS have been awarded the Disability Confident Employer accreditation, thanks to our commitment to the recruitment, employment, retention and career development of people with disabilities.

The Disability Confident Scheme includes a guaranteed interview for any applicant who meets the common and specific requirements for a job (please refer to the Person Specification). 

What we mean by disability
The Equality Act 2010 defines a disabled person as someone who has a physical or mental impairment that has a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities. 

How to apply
Simply complete the information requested below, sign the declaration and attach it with your application form.

	Do you require any reasonable adjustments at interview? 
(delete as appropriate)
	No

	If you answered Yes to the previous question, please give details below:

	



* Any information you give will be treated in confidence.

Declaration
I consider myself to have a disability as defined above and I would like to apply under the Guaranteed Interview Scheme.

	Name
	

	Date
	

	Signature
	



Any false declaration of disability to obtain an interview will subsequently invalidate any contract of employment.
Sefton Council for Voluntary Service (CVS)
Registered Charity No. 1024546. Company Limited by Guarantee No. 2832920.
Suite 3B, 3rd Floor, North Wing, Burlington House, Crosby Road North, Waterloo, L22 0LG
Tel: (0151) 920 0726 Email: mail@seftoncvs.org.uk
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