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Thank you for your interest in the post of Volunteer!

How to Apply

Read the Volunteer Scheme Description and Person Specification and complete the Application Form. You must follow the layout and page order exactly as it appears on our Application Form.

You cannot send us a CV – you must use this form!

Please ensure that in your Supporting Information on the last page of the Application Form you tell us how you ‘fit the bill’ for this placement. We have listed specific skills we consider essential for this placement in the Person Specification, therefore, you should tell us about your experience or skills in these areas. It is also useful for us to know why you would like to volunteer with us.

Once you have completed the Application Form, please send it to: Simon Oatley, The Film & Video Workshop, Hungerford School, Hungerford Rd, London N7 9LF or simon@filmworkshop.com

Your application form must arrive here by 5pm on Friday June 15th 2011. If you require the Application Form and details in a different format, e.g. Large Print, or have any specific requirements please contact simon@filmworkshop.com. If you would like any further information or would like to discuss any aspect of the role in confidence, please call Simon on 020 7607 8660. 

We will reply to all applications to inform candidates if they have made the short-list, either in writing by post or by e-mail.

Deadline for application return is 5pm on Friday June 15th 2012

Interviews will take place on Wednesday 20th of June

Place will be awarded by Friday 22nd of June

Place will run from 2nd July 2011 to 2nd Jan 2013

We look forward to receiving your application.

Position Description
Research/Admin

Responsible to:
Simon Oatley
Key Objectives: 
To provide research and support to the MITA board
Expenses:
Lunch and commuting expenses up to £9 per day
Contract: 
6 months, one day per week
Responsibilities

Research
· Creating a research document based on MITA members and potential MITA members focusing on their impact on employment, training and sector support. 
Admin
· Facilitate the board’s expansion to UK wide status. 
· The implementation of our new website.
· Supporting bi monthly meetings and any additional tasks set by board.
Overview

You will be based in the offices of the board members of MITA and will move from one to another, these are currently VET, Four Corners, The Film and Video Workshop and DV talent. We imagine that you will also have to travel to visit other sources of information and any expenses incurred will be reimbursed, (treated as addition expenses).

Person Specification
Volunteer

Essential

· Computer literate and ability to use Microsoft Office

· Good communication skills

· Good standard of literacy and numeracy

· Ability to work on own and take initiative

· Commitment to volunteering

Desirable

· Experience working in informal training sector

· Experience of research projects

Placement Conditions

As a volunteer you are free to come and go as you want. You will be treated and managed as if you were a paid staff. Normal working hours are 10:00am - 5:30pm. We suggest you volunteer for 8 hours per week. There will be a one-month probation period; during that time we are able to give you one-week notice. Following the successful completion of your probation the notice period will rise to four weeks. You will have a comprehensive induction period, which will be followed by fortnightly coordination meetings. There will be a mid term review and an exit revue. We will pay up to £9 expenses per day. This can be claimed at the end of each fortnight upon the presentation of your receipts. You will be entitles to free access on any of the courses run at The Film and Video Workshop during your placement.

Company Overview

MITA is a membership network for independent training providers working in the moving image. We aim to raise the profile of the independent training sector, increase awareness of the contribution it makes, and support our members to network, collaborate and share best practice. For more info visit www.mita.org.uk
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Post Applied for: 

Please write or type in black ink.

Surname 







Preferred title











(e.g. Mr, Mrs, Ms)

First Name 







Address 


Daytime:



Mobile:

Telephone 

E-Mail

Referees

Please supply the names, full postal address and telephone numbers of two people who can give you a reference. 

Name





Name

Job Title




Job Title

Address




Address

Telephone 




Telephone 

E-mail 




E-mail 


May we approach this person before 
May we approach this person before
the offer of the post? Yes / No
the offer of the post? Yes / No

Signed:
Date:

 Educational Achievements and Qualifications.

	Dates
	Establishment
	Course
	Qualification

	
	
	
	


Please detail any additional qualifications or relevant training courses you have attended.

Current or Most Recent Employment/Activity – please indicate if paid or unpaid and the

number of hours per week.

Name of Organisation

Post or Job Title

Start date

End date

Please give a brief outline of your responsibilities.

What is/was your reason for leaving?

Previous Employment/Activities – please indicate if paid or unpaid and number of hours per week.

Please give details of any further experience you may have had with the most recent post first (freelancers with a large number of short term contracts may wish to select their most relevant work experience).  Please continue on separate sheets if necessary.

	Dates
	Name of Organisation
	Job Title, Main Responsibilities and reason for leaving

	
	
	


Supporting Information 

Please outline why you have applied, any experience that may be relevant, what appeals to you about this post or the company and why you feel that you are a suitable candidate for this placement?  

Please refer to the person specification with a maximum of one page

Monitoring Form for Equal Opportunity Analysis Only

This form is not used as a part of the recruitment and selection process, but is removed on receipt and used for statistics only.

Please tick as appropriate:

1.
Are you       Female?
 Male?

2.
Ethnic Background

The following descriptions are based on those recommended by the Commission for Racial Equality. Please choose the words that best suit you to describe your ethnic background.

Black

British
African
 Caribbean
Other (please say which)

East Asian

British
Chinese
Other (please say which)

South Asian

British
Bangladeshi
Indian
Pakistani
Other

White 

English
Scottish
Welsh
Irish
Other

Mixed Heritage

Please say which:

Other

Please describe:

If you have any other comments regarding your ethnic origin, please write them here:

3.
Disability
We are working to implement the Disability Discrimination Act, which defines disability as a physical or mental impairment which has a substantial and long term adverse effect on a person’s ability to carry out normal day-to-day activities.

Do you consider yourself to have a disability?
 Yes
 No

4. 
Where did you hear about this placement?
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