Template - for anonymised shortlisting.													Ref:
																		[ISA use only]
This form is used for anonymous shortlisting. Please do not include your name or any identifying personal details.
We recognise that some personal details—such as your name, age, gender identity, ethnicity, or other background information—may unintentionally give rise to unconscious bias during recruitment processes. You are not required to disclose personal information of this nature if you feel it may unfairly impact how your application is assessed. 
As well as answering the specific points below, your statement (at the end) should set out why you want to work for ISA and why your skills and experience make you a strong candidate for this role. You should use the job description, person specification and skills base as a guide.
Ideally, please submit this as a Word document, no longer than two sides of A4.

	Vacancy: Admin Assistant – part time


	1. What is your current (or most recent) job title and employer; and how long have you been in this role?
	

	2. How is your experience relevant to the core duties of admin assistant? 
	

	3. Briefly describe your level of computer literacy.
	

	4. What relevant qualifications do you have?
	

	5. Additional Candidate statement
Please set out why you want to work for ISA and why your skills and experience make you a strong candidate for this role.

Any examples you wish to share are welcome.

Please use this section to add anything else you want us to know when shortlisting.

(For initial shortlisting, the panel members do not have access to your CV or the core details form.)
	



*Please see the detailed job spec for info about what hybrid and flexible working ISA is able to offer.
