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Application for Employment: 
Communications Officer (F/T)
Please answer all questions in sections 1 to 8 and email your completed application and equality monitoring form to info@mountaineering.scot by 5pm Monday 22 August 2022. If you have any questions about the role, please contact CEO Stuart Younie stuart@mountaineering.scot 

1. PERSONAL DETAILS
	Full Name:
	

	Address:

Post Code:
	

	Telephone

Home:

Work:

Mobile:
	

	Email Address:
	


2. GENERAL

	Do you hold a current driving licence? 



	Is it Full / Provisional / UK? 
                                                          

	Are there any adjustments that may be required to be made should you be invited for an interview?

                                                                    

	If so, please state here:



	Are you aware of any medical condition that could affect your performance at work?

Please state Yes or No*.                  
If Yes please provide brief details


REFEREES (Please indicate two people who can provide references – one of whom should be your present or most recent employer)

	Name:        


	Name:      

	Address:  

	Address:   
                  

	Tel. No.     


	Tel. No.       

	Email:       


	Email: 

	Occupation:   

	Occupation:    

	I do/do not give permission to take up this reference prior to an offer of employment being made. 


	I do/do not give permission to take up this reference prior to an offer of employment being made. 

	If appointed, when could you start work?


	How did you hear about this vacancy (name of newspaper, journal, website, etc)?




	Are there any restrictions to your residence in the UK which might affect your right to take up employment in the UK?                       



	If yes, please provide details: 


	If you are successful in your application, would you require a work permit prior to taking up employment?                                        



Data Protection Statement

The information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment. The personal information that you give us will also be used in a confidential manner to help us monitor our recruitment process.

If you succeed in your application and take up employment with us the information will be used in the administration of your employment with us and to provide you with information about us or a third party via your payslip. We may also use the information if there is a complaint or legal challenge relevant to this recruitment process.

We may check the information collected, with third parties or with other information held by us. We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds, or in other ways as permitted by law.

By signing the application form, we will assume that you agree to the processing of sensitive personal data, (as described above), in accordance with our registration with the Data Protection Commissioner.

DECLARATION

I declare that the information I have given in this application is accurate and true. I understand that providing misleading or false information will disqualify me from appointment OR, if appointed, may result in my dismissal.

Signature:      

Date:             

3. EMPLOYMENT HISTORY

Please give details of all jobs held including part time and unpaid work, starting with your current or most recent employer. Explain any gaps in employment. 
	Employer (Name and Full Address)

Start and Leaving Dates
	Details of Jobs Held 
and Key Achievements
	Reason for Leaving

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4. EDUCATIONAL, TECHNICAL AND PROFESSIONAL QUALIFICATIONS

	Please provide full details including the name of any institute or professional body in full and indicate attainment level

	


5. PERSONAL DEVELOPMENT

	Personal Development (include any courses, memberships, voluntary work or responsibilities you consider relevant, with outcomes where applicable)

	


EXPERIENCE AND SKILLS REQUIRED

6. ESSENTIAL ATTRIBUTES
Refer to the ‘Essential Attributes’ detailed in the Job Description and Person Specification and provide details of relevant experience and achievements to fully demonstrate your abilities and skills in each competency area. The boxes will expand as you type. We will use this information to short-list candidates for interview.

	Proven track record and experience in a communications, PR, marketing or digital role.


	Use of communications channels in a professional capacity, including social media, email marketing and web to deliver marketing and/or educational campaigns.




	Creating, editing and tailoring written and visual content for a wide range of audiences for publications, marketing materials and digital channels.


	Experience of planning, creating and scheduling content for social media, including Facebook, Twitter, Instagram and others eg TikTok.


	Experience of working in a team, with proven ability to work collaboratively and form effective working relationships with internal and external stakeholders.


	Experience of updating websites using content management systems, preferably with a working knowledge of HTML and CSS.


	Excellent written and verbal communication skills.


	Excellent organisational and planning skills, with ability to manage a busy workload, prioritise, work on own initiative, take direction and work to tight deadlines.




	Good working knowledge of MS Office, Outlook, Teams and confidence using and learning IT and digital communications tools including Mailchimp (or similar), image/graphics and video editing software (eg Canva, Adobe Creative Suite) and web content management systems.


	Creative thinking, excellent attention to detail and strong eye for design.


	Awareness of social media and other digital trends.


	Understanding of data protection legislation and practice in relation to communications activity.




7. DESIRABLE ATTRIBUTES

Refer to the ‘Desirable Attributes’ detailed in the Role Description and Person Specification and provide details of relevant experience and achievements.

	Interest in and understanding of issues relevant of the work of Mountaineering Scotland, mountaineering and related issues.



	Experience of or interest in producing newsletters, journals or magazines.



	Journalism, blogging or other writing experience


	Advanced user of Adobe Creative Suite especially Photoshop, Indesign, Premiere Pro



	Experience creating and editing videos, producing podcasts/audio content and online events/webinars 


	Managing online advertising campaigns eg Google Ads, Facebook/Instagram ads


	Understanding of Google Analytics and other insights platforms to measure and improve effectiveness of communications.


8. PERSONAL STATEMENT

	Please summarise here how you believe you could contribute to our work and help us achieve our strategic aims.



Please email your completed application form and equalities monitoring form to info@mountaineering.scot before the closing date. 

Thank you!
Your privacy

You can find our privacy notice for employees and volunteers at www.mountaineering.scot/assets/contentfiles/pdf/Mountaineering-Scotland-privacy-notice-employees-and-volunteers-2018.pdf. We will retain the details of unsuccessful applicants on file for up to one year after the role is filled.

