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Information for Applicants
	Job Title:
	Executive Director - Corporate Services

	Reference No:
	DEE01470

	Directorate and Service:
	Corporate Services

	Location:
	Dundee House, 50 North Lindsay Street

	Working Hours:
	37

	Grade:
	19

	Salary:
	£105,049 - £111,474

	Post Status:
	Permanent

	Interview date(s):
	Friday 28 April 2017

	Interview to include:
	Assessment Centre (Monday 24 April 2017)


GUARANTEED JOB INTERVIEW SCHEME

Under this Scheme, you will be invited for interview if you state on the form that you have a disability and you meet the essential requirements in the person specification.

The Employment Support Service offers free advice to assist people with disabilities into employment.  For more information, or an informal discussion, please contact the Employment Support Service, Dundee Health and Social Care Partnership, Dunsinane Avenue, Dundee, DD2 3QN, tel 01382 436777.  E-mail: employmentsupportservice@dundeecity.gov.uk
DIVERSITY QUESTIONNAIRE
The Council recognises the need to achieve equality for all citizens and employees.  We recognise that people can be discriminated against because of race, colour, ethnic and national origins, marital status, domestic circumstances, gender, sexuality and transsexualism, age, class, ethical or religious belief, basic skills, disability, trade union activity, long term unemployment, or because they have AIDS or are HIV positive.  The Council’s Equal Opportunities Policy is to eliminate discrimination and promote equality.

The Diversity Questionnaire helps us to monitor the effectiveness of our Equal Opportunities Policy.  Please help us by completing the form and returning it with your application.  Any information obtained from this form will be kept confidential and held on computer for statistical purposes only.  The information will not be used in the selection process.

YOUR PERSONAL DATA

Dundee City Council respects your personal information and undertakes to comply with the Data Protection Act 1998.  The personal data you have provided will be used for the purposes of assessing you for the post for which you have applied.  Your data may be disclosed to parties involved in the recruitment and selection process.  The personal data you have provided in the Diversity Questionnaire will be used in statistical form for monitoring equal opportunities, and your data (excluding name and National Insurance number) may be disclosed to parties involved in monitoring the effectiveness of our Equal Opportunities Policy.

Dundee City Council is the registered Data Controller.  Any queries regarding the processing of your personal data by Dundee City Council should be directed to the Data Protection Officer, tel 01382 434403.

The Council's full Data Protection Policy is available on the Council's website:  http://www.dundeecity.gov.uk/dundeecity/uploaded_publications/publication_313.pdf
CUSTOMER SATISFACTION
We are committed to a high quality recruitment and selection process.  If you wish to offer any suggestions or comments, please contact:-

Head of Human Resources and Business Support

Corporate Services
Dundee House

50 North Lindsay Street

Dundee  DD1 3BG
Tel:
01382 434065

Email:
personnel@dundeecity.gov.uk 

RECRUITMENT AND SELECTION PRE EMPLOYMENT CHECKS
The following sections provide information about the checks we carry our for all candidates we invite to interview and before a preferred candidate is permitted to start work with Dundee City Council.  Unless otherwise stated, all checks apply to internal and external candidates.
It is important that you read these sections thoroughly.  If you are unable to supply any of the essential information or documents we need, we may not be able to proceed with your application.  Please also make sure that you bring all the documents you need to your interview to avoid unnecessary delays in the recruitment process.

ASYLUM AND IMMIGRATION ACT 1996
Under Section 8 of the Asylum and Immigration Act 1996, employers must ensure that any prospective employee is legally entitled to live and work in the UK.  If you are invited for interview, you will be required to produce an official document confirming that you are entitled to live and work in the UK, eg passport; full birth certificate and official document confirming your name and national insurance number; or a passport/travel document/letter from the Home Office.

If you are not currently entitled to work in the UK, we advise that you visit www.ukba.homeoffice.gov.uk for further information about working in the UK.

QUALIFICATIONS AND CERTIFICATES
You will be asked to bring original copies of all relevant educational and professional qualifications and memberships to your interview.  A copy will be taken for our records.  If the original certificate is unavailable, you must obtain a certified copy of the document from the issuing body.
REGISTRATION WITH A REGULATORY BODY
Where registration with an appropriate regulatory body, eg Scottish Social Services Council (SSSC), General Teaching Council (GTC), is required, you will be asked to provide us with your registration certificate.

DRIVING LICENCE
If required, you will be asked to bring proof to your interview that you hold the appropriate driving licence to allow you to carry out the driving duties of the post.  A copy will be taken for our records.  Where a Certificate of Professional Competence and/or Driver Qualification Card is specified on the person specification, you will also need to provide evidence of the number of hours or periodic training undertaken since issue of the CPC or DQC.

CRIMINAL CONVICTIONS
If you are selected for interview, you will be required to complete a Criminal Convictions Declaration, which gives guidance on previous criminal convictions which require to be disclosed.

We will not discriminate against ex-offenders and, if you have to give details of any previous convictions, this will not automatically prevent you from getting a job.  We will consider how previous convictions could affect the job and these will only be taken into account if the offence is relevant to the type of work you would be doing.

The Council is committed to the protection of children and vulnerable adults.  Therefore, if the post for which you are applying involves contact with children or vulnerable adults, your permission will be sought to carry out a criminal record check.

REFERENCES
In your application, you are required to provide details of two referees who can provide information about you which is relevant to your application.  One of the referees must be your current or most recent employer.  Please note, the application will automatically ask for one referee.  Please ensure you add a second.  If you have no suitable previous employer who is able to provide an employment reference, a reference can be accepted from education establishments where you have been in education, or a character reference can be accepted from a person of 'good standing', eg Minister, Leader of Voluntary Organisation, GP.  The Council does not accept references from family members or friends.  The Council reserves the right to ask for details of a further referee where we are not satisfied for any reason.
CHECKS FOR PREFERRED CANDIDATE ONLY
DISCLOSURE CHECKS

Posts are assessed to determine whether a Disclosure check is required and at what level (basic, standard or enhanced) or Protection of Vulnerable Groups Scheme (PVG) membership is appropriate (and whether it is children; protected adults; or both children and protected adults).  This is stated in the job advertisement and on the Person Specification.  Where posts require a disclosure check, unconditional offers will not be made until the appropriate satisfactory disclosure check is obtained.  

EXISTING PVG SCHEME MEMBERS

If you are already a member of the PVG Scheme with another organisation for the same type of regulated work, the Council will seek a Scheme Record update.  Where the post is for a different type of regulated work, the Council will seek a new Scheme Record.  

FITNESS FOR THE POST APPLIED FOR
As part of the recruitment and selection process you may be required to complete a medical questionnaire.  This will be kept confidential and only viewed by our occupational health provider.  In some cases, depending on the situation or the post, you will be required to undergo a medical or statutory health surveillance assessment by our occupational health provider.
