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Please let us know if you need this form in another format.

Thank you for your interest in applying for the Fundraising Coordinator position at Sound and Music. Please complete this form clearly and succinctly. In considering your application, this is the only document that will be used to inform our decisions. 

Please return this completed application form to Wendy Attewell: wendy.attewell@soundandmusic.org. Please do also contact Wendy if you have any questions regarding the application.
To help us understand why you are the best person to join the Sound and Music team, please read the job description carefully and consider how you meet the selection criteria, using specific examples if possible. There is no word limit to any answer, but candidates are encouraged to be as concise as possible.

Applications must be received by 6pm Wednesday 28th April.  

Interviews will be held online on Thursday 13th May.
The data submitted within this form will be used only for the purposes of recruitment. Only Sound and Music employees and Trustees directly involved in recruitment will have access to this data. All application forms will be destroyed no longer than six months after the recruitment process is complete. 

By completing and submitting this form to us, you are consenting to our processing of any personal data and sensitive personal data for the purposes stated here in accordance with the General Data Protection Regulation which came into force on 25 May 2018. Please read our Data Protection and Privacy Policy for more information. 

Equal Opportunities

Alongside your application, we would be incredibly grateful if you could complete and submit an anonymous Equal Opportunities Monitoring Form via this link. This data is collected so that Sound and Music can better monitor, report and evaluate who is applying to work with us. Data within the Equal Opportunities Monitoring Form is stored separately from your Application Form and completely anonymised.
Your details

Please keep this page separate from the main questions, as we anonymise all applications in the shortlisting process.
	Forenames:
	Surname:

	Do you have the right to work in the UK? 

	Address:
	Daytime tel:

Mobile:

Email:

	This question is voluntary.

In line with its Equality, Diversity and Inclusion Policy Sound and Music is committed to addressing barriers to employment and participation on the grounds of gender, ethnicity, disability and socio-economic background. 
We guarantee an interview to candidates from under-represented groups who meet the specified minimum requirements of a role. Please tell us if this applies to you and on what grounds. This data will only be seen by people directly involved in shortlisting and interviewing, and only used as specified above, in line with our Data Protection and Privacy Policy.




Application for Fundraising Coordinator role
Please ensure your responses are separated from your details on page 2. 
	1 What attracts you specifically to joining this organisation and to this role in particular?  


	2 Tell us about your fundraising experience, highlighting success in contributing to income generation for an organisation.


	3 Can you give an example of your experience writing copy and creating content or messaging for multiple audiences? How did you approach this and what methodology did you employ?


	4 When have you acted as a friendly point of contact for an organisation?


	5 When have you undertaken administrative work? What tools did you use to carry out this work, and how did you ensure it was done efficiently and accurately?


	6 Please give an example of when you have needed to manage multiple priorities, and how you ensured that you delivered on time and to a high standard.


	7 Please give an example detailing when you have had to work as part of a team and tell us what your specific contribution was?



	8 How have you shown your commitment to equal opportunities and diversity? (This doesn’t have to be from paid employment). 


	9 What social media platforms or newsletter services have you used? Can you describe your experience of using digital platforms to communicate?



	10 Can you explain your understanding of Sound and Music’s mission, and demonstrate your commitment to this mission?



	11 What is your current or most recent employment?

	Job title:


	Date appointed:

	Employer:


	Date left:

	Address:


	Reason for leaving:



	
	Salary:

	
	Allowances:

	Primary responsibilities:


	


	13 Please briefly describe your other relevant work experience and career history, in chronological order. 

	Dates
	Employment or experience, including job title, employer and primary responsibilities

	

	


	14 Please give details of your education and/or professional qualifications and training, including dates of attendance and qualifications.

	Dates
	Name of institution
	Subject and level of qualification 

	
	
	

	15 Which relevant IT software / services do you have experience of using?



	16 Referees - please give details of at least two referees who can comment upon your professional interests and experiences.  It will be assumed that referees may be approached without further permission unless otherwise indicated, though references will not normally be taken up unless you are short-listed for interview. At least one referee should be your present or most recent employer.

	Name and connection to you
	Organisation and address
	Telephone and Email

	
	
	

	17 Do you have any unspent criminal convictions? (If you consider any such conviction not to be relevant to the position for which you are applying, please explain why. If Sound and Music considers it appropriate, this will be discussed with you at interview).
Yes/No


Applicant’s signature:






Date:

Sound and Music, 3rd Floor, South Wing, Somerset House, London WC2R 1LA; Registered charity number 1124609
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