Dear Applicant
Thank you for your interest in working with Advance.
The application pack includes information about 






Background information for applicants (see below)
Job Advert (see below)
Description of role (available from our website)
Job Description and Person Specification (available from our website)
Advance application form (available from our website)
Complying-with-Preventing-Illegal-Working-Legislation-February-2017.pdf (see below)
www.advancecharity.org.uk

Please complete the application form in full, and relate your skills and experience to the
requirements stated in the advertisement, job description and person specification. Short-listing
for interview is dependent on the extent to which your application matches these.
Your completed application form together with your monitoring form should be returned by
email to recruitment@advancecharity.org.uk. Return these by the closing date; any late
applications will not be accepted. Please do not include any additional documentation such as
your Curriculum Vitae, as we require applicants’ information to be in a standard form.
Please note that any offer of employment will be made subject to references and confirmation
of the right to work in the UK and a satisfactory enhanced Disclosure and Barring Scheme (DBS)
check.
Unfortunately, we are unable to contact applicants who are not shortlisted. Should you not hear
from us within two weeks from the advertised closing date, you should assume that on this
occasion your application has been unsuccessful.
Yours sincerely,

Business Support Team
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INFORMATION FOR APPLICANTS
Applying for a job with Advance
We aim to ensure that every applicant is treated fairly, which means that we are not able to
consider personal knowledge about you. The information you provide in your application form is
the only information we will use in deciding whether or not you will be shortlisted for the
selection process. Your application form is therefore very important and the following advice is
designed to help you complete it as effectively as possible.
The person specification is the list of criteria or requirements regarded as necessary for the
post. To be considered for an interview you have to fulfil each point of the person specification,
demonstrating your abilities by telling us about your experience.
Before you fill in the application form look at the person specification and decide how to relate
your skills, knowledge and experience to each point. Use your past and present jobs, interests
and skills. Remember that voluntary work or work at home can be as valuable as paid
employment. It is important that your application relates to the job you are applying for. Give
examples of the work you have been involved in, remembering to specify your own
responsibilities rather than those of your team or department.
The application form should be filled in as completely and as clearly as possible so that we can
consider all applicants on the same basis. Make sure you complete the form clearly. You may
wish to continue your application on one or more separate sheets, which should be attached to
the application form. The additional information section should not be too lengthy, use your
judgement to make sure you have conveyed how you have the skills and experience to do this
job.
Please give as your referees your current and most recent employers where possible.
Send your form to Advance on time and keep a copy.
Short-listing
After the closing date, the application forms are read very carefully to see how each person’s
skills and experience relate to the skills and experience in the person specification. Applicants
who meet these requirements are shortlisted for interview. Only information contained in the
application will be considered in making the decision to shortlist.
Interviews
The interview panel is normally made up of two people who ask each candidate questions
covering the relevant criteria, to allow you to expand on your application and show how you
meet the essential requirements of the post. You may be asked to complete a task/presentation
either at or before the interview. You will have the opportunity to ask questions about the job
and about working at Advance at the end of the questions.
Panel members keep a record of their assessment of each applicant so that the reasons for their
decision are clear and consistent.

JOB ADVERTISEMENT

Head of HR and Governance *
Salary: £47,000 - £50,000 per annum, depending on experience.
Term: Permanent
Based: Hammersmith, London
Hours: 35 hours per week, flexible between 9am and 6pm
Other benefits: pension, 30 days holiday, childcare vouchers
This post is open to *female applicants only as being female is deemed to be a genuine
occupational requirement under Schedule 9, Paragraph 1 of the Equality Act 2010.
About Advance
Advance, established in 1998, is an award-winning innovative non-profit organisation supporting
women and girls experiencing domestic abuse and those women in the criminal justice system,
enabling them to live safe, violence-free and equal lives. We are at the forefront of developing
whole-systems change services, establishing the first teams working within statutory settings to
reach women and girls at police stations, hospitals, social care and probation services, and leading
pan-London holistic, trauma-informed programmes.
We are a passionate and dedicated team who believe in empathy and respect, empowerment,
collaboration and innovation. These qualities characterise our work with women and girls
experiencing trauma, reaching over 3000 women and their children each year. The organisation
has recently expanded its services, with annual income of £3.6m and over 80 staff working across
London.
About the role
This exciting Head of HR and Governance role will be leading Advance’s approach to human
resources and governance, facilitating empowerment and learning within Advance. The role will
manage the HR officer and work closely with the management team on a daily basis, reporting to
the CEO. The person needs to make a real impact from day one.
You will be leading in a number of key areas which include: salary budget management, payroll
management, HR system and overseeing the full recruitment lifecycle. Other important areas that
you will be leading include reviewing and writing policies, managing the implementation of new
appraisal process, a new staff survey, delivering the team structures for new services and
programmes, managing employment queries and cases, responsible for GDPR with the external
consultant and governance on behalf of the trustees.
About you
As an experienced Business Partner you will be expected to embed the culture and vision of the
new and improved HR service across your client groups. You will need strong stakeholder
engagement skills, be able to make quick wins to help build effective relationships with

stakeholders and managers, you will need to be able to be able to work confidentially and be able
to use your initiative.
To Apply
If you have experience in the above and have a passion for working for a brilliant non-profit
organisation, please apply by 9 January 2019.
Please complete a covering letter (no more than 2 pages) and an application form found on our
website at www.advancecharity.org.uk/work-for-us/ and submit them to
niki.s@advancecharity.org.uk
Interviews will be held on 15 January 2019.
Advance is committed to equality and diversity and strongly encourages applications from women
with disabilities, from BME backgrounds and the LBT community.

Complying with Preventing Illegal Working Legislation

Lists of acceptable documents for right to work checks

The documents that are considered acceptable for demonstrating right to work in the UK are set out
in two lists – List A and List B. These are shown in Tables 4 and 5 below.
List A contains the range of documents which may be accepted for checking purposes for a person
who has a permanent right to work in the UK. If the prescribed right to work checks are followed it
will establish a continuous statutory excuse for the duration of that person’s employment with you.
You do not have to conduct any further checks.
List B contains the range of documents which may be accepted for checking purposes for a person
who has a temporary right to work in the UK. If the prescribed right to work checks are followed, it
will establish a time‐limited statutory excuse and require a follow‐up check as set out below. You
will be required to conduct a follow‐up check in order to retain your statutory excuse.
List A – Acceptable documents to establish a continuous statutory excuse

List A
1. A passport showing the holder, or a person named in the passport as the child of the holder, is a
British citizen or a citizen of the UK and Colonies having the right of abode in the UK.
2. A passport or national identity card showing the holder, or a person named in the passport as
the child of the holder, is a national of a European Economic Area country or Switzerland.
3. A Registration Certificate or Document Certifying Permanent Residence issued by the Home
Office to a national of a European Economic Area country or Switzerland.
4. A Permanent Residence Card issued by the Home Office to the family member of a national of a
European Economic Area country or Switzerland.
5. A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home
Office to the holder indicating that the person named is allowed to stay indefinitely in the UK, or
has no time limit on their stay in the UK.
6. A current passport endorsed to show that the holder is exempt from immigration control, is
allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on
their stay in the UK.
7. A current Immigration Status Document issued by the Home Office to the holder with an
endorsement indicating that the named person is allowed to stay indefinitely in the UK, or has
no time limit on their stay in the UK, together with an official document giving the person’s
permanent National Insurance number and their name issued by a Government agency or a
previous employer.
8. A full birth or adoption certificate issued in the UK which includes the name(s) of at least one of
the holder’s parents or adoptive parents, together with an official document giving the person’s
permanent National Insurance number and their name issued by a Government agency or a
previous employer.
9. A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together
with an official document giving the person’s permanent National Insurance number and their
name issued by a Government agency or a previous employer.

10. A certificate of registration or naturalisation as a British citizen, together with an official document
giving the person’s permanent National Insurance number and their name issued by a Government
agency or a previous employer.
List B – Acceptable documents to establish a statutory excuse for a limited period of time
List B

Group 1 – Documents where a time‐limited statutory excuse lasts until the expiry date of leave
1. A current passport endorsed to show that the holder is allowed to stay in the UK and is currently
allowed to do the type of work in question.
2. A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home
Office to the holder which indicates that the named person can currently stay in the UK and is
allowed to do the work in question.
3. A current Residence Card (including an Accession Residence Card or a Derivative Residence Card)
issued by the Home Office to a non‐European Economic Area national who is a family member of a
national of a European Economic Area country or Switzerland or who has a derivative right of
residence.
4. A current Immigration Status Document containing a photograph issued by the Home Office to the
holder with a valid endorsement indicating that the named person may stay in the UK, and is
allowed to do the type of work in question, together with an official document giving the person’s
permanent National Insurance number and their name issued by a Government agency or a previous
employer.

Group 2 – Documents where a time‐limit

