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House Manager — Archer House, Laindon Road, Billericay, CM12 9LD Essex
Closing date: 14 December 2026 at 5pm
Return your completed form to yvonne.kyndt@abbeyfieldbillericay.co.uk
Please complete relevant sections; write “N/A” where appropriate. Do not include medical diagnoses, criminal-record details, identity documents or your National Insurance number with this application. Recruitment adjustments may be requested separately using the contact above. Please read the applicant privacy notice in section 10 before submitting your form.
1 · Personal details
	Full name
	

	Address
	

	Postcode
	

	Telephone (home / mobile)
	

	Email address
	



2 · Right to work in the UK
Do you currently have the right to work in the UK in this role?
☐  Yes
☐ No    ☐ Unsure
Please explain any restrictions relevant to the duties or working hours, and whether you would require sponsorship now or in future:
Details: __________________________________________________________________________

We will carry out the prescribed right-to-work checks before employment starts, using a consistent and non-discriminatory process. Time-limited permission will not, by itself, exclude an applicant. Please do not send identity or immigration documents at this stage.
3 · Position applied for
	Position; Abbeyfield Billericay House Manager
	

	Where did you see this vacancy advertised?
When would you be available to take up this position
	



4 · Employment history
Please list your most recent employment first, including any gaps. Continue on a separate sheet if necessary.
Employer 1 (most recent)
	Employer name & address
	


	Job title
	

	Dates employed (from/to)
	

	Reason for leaving/notice period
	


	Main duties
	




Employer 2
	Employer name & address
	

	Job title
	

	Dates employed (from/to)
	

	Reason for leaving
	



	Main duties
	





Employer 3
	Employer name & address
	


	Job title
	

	Dates employed (from/to)
	

	Reason for leaving
	



	Main duties
	






Please briefly explain gaps in your employment history. General descriptions such as study, career break or caring responsibilities are sufficient; do not provide diagnoses or other sensitive personal details.
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
5 · Experience and suitability
Please explain how your experience meets the job description and person specification, including team management and residential independent or supported living experience. Relevant transferable and voluntary experience may also be included. Continue on a separate sheet if necessary.
Experience of managing staff or a small team:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Experience of working in residential independent, supported living, housing, care or a similar people-focused environment:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Experience of working with older people:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Health and safety, fire safety and risk assessment responsibilities you have held or managed:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
IT skills:
_____________________________________________________________________________________
_____________________________________________________________________________________
Why are you applying for this role? Please add anything that you feel is relevant.
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
6 · Qualifications and training
You do not need to hold a Level 4 housing management qualification to apply for this role or to start employment. The employer intends to arrange funded study towards an appropriate Level 4 housing management qualification after appointment, unless you already hold a qualification accepted as meeting the applicable requirements. The qualification, study arrangements and timetable will be confirmed in writing once the requirements applicable to this role have been established. Any applicable regulatory deadlines will take precedence over the proposed training timetable.
	Relevant housing or management qualifications already held (title/level/awarding body/year), if any
	




Do you hold a recognised care, housing or management qualification?
☐ Yes — please give details below
☐ No
_____________________________________________________________________________________
_____________________________________________________________________________________
If further qualification study is required for this role, are you willing to undertake an appropriate Level 4 housing management qualification after appointment, with employer funding and study arrangements confirmed in writing?
☐ Yes
☐ No
Other qualifications, training or certificates relevant to this role:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
7 · References
Please provide two referees, which must include your current or most recent employer. If this is not possible, explain and provide an appropriate alternative professional or educational referee. Please ensure referees expect us to contact them. We normally obtain references after a conditional offer and before appointment. We will not contact your current employer without first agreeing this with you.
Reference 1
May we contact this referee before a conditional offer? ☐ Yes ☐ No
Is this your current employer? ☐ Yes ☐ No
	Name
	

	Job title and organisation
	

	Relationship to you
	

	Address
	


	Email and telephone
	




Reference 2
May we contact this referee before a conditional offer? ☐ Yes ☐ No
Is this your current employer? ☐ Yes ☐ No
	Name
	

	Job title and organisation
	

	Relationship to you
	

	Address
	


	Email and telephone
	




8 · Recruitment adjustments and additional information
Criminal-record checks: please do not disclose convictions or cautions on this application form. An enhanced DBS check is necessary for this role, we will explain the required level, the legal basis, and the information you must disclose through a separate confidential process, at the appropriate stage.
We will not ask for protected convictions or cautions which you are not legally required to disclose. A criminal record will not automatically exclude an applicant; any assessment will consider relevance to the role and applicable safeguarding requirements.
Do you require any reasonable adjustments to take part in the application, assessment or interview process? You may describe the practical arrangements below or contact us separately using the email address at the start of this form. You do not need to provide a diagnosis or medical history. Requests will be handled confidentially and shared only as necessary to arrange support; they will not be used to assess your suitability for the role.
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Is there anything else you would like us to know in support of your application? 
____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
9 · Declaration
I confirm that the information I am required to provide in this application is accurate and complete to the best of my knowledge. I understand that materially false or misleading information may lead to rejection of my application, withdrawal of an offer or, if employed, disciplinary action up to dismissal, following an appropriate process or summary dismissal if the circumstances require this. I am not required to disclose medical diagnoses or criminal-record details on this form, or information I am legally entitled to withhold. This declaration is not consent to unrestricted processing of my personal information; the recruitment privacy notice explains how it will be used.
	Signature
	

	Date
	



For shortlisted applicants: interview date and time to be confirmed by Abbeyfield Billericay.
Abbeyfield Billericay is committed to providing a safe, respectful and inclusive environment for residents, staff, volunteers and visitors
10 · Applicant privacy notice 
Who is responsible: Abbeyfield Billericay Society, Laindon Road, Billericay CM12 9LD referred to below as “we”, is the data controller. Privacy enquiries and rights requests: [Secretary, Abbeyfield Billericay Society.
What we collect and why: we use your contact details, application, employment, qualification history, availability, relevant right-to-work information, correspondence, and assessment records to administer recruitment, assess suitability, communicate with you. and make an appointment. Where necessary, we obtain references from your nominated referees and verify information with relevant issuing bodies. We use recruitment-adjustment information only to arrange an accessible selection process. We request additional pre-employment checking information separately where necessary and lawful.
Lawful bases: proposed bases are steps at your request before entering an employment contract (Article 6(1)(b)); compliance with specific legal obligations such as right-to-work and reasonable-adjustment duties (Article 6(1)(c)); and necessary legitimate interests in fair recruitment, proportionate verification, and defending legal claims (Article 6(1)(f)), subject to an assessment of your rights. Do not retain a basis unless it applies to the actual processing.
Sensitive information: where necessary for recruitment adjustments, the proposed health-data condition is Article 9(2)(b), together with Schedule 1, Part 1, paragraph 1 of the Data Protection Act 2018, subject to the required safeguards and appropriate policy. Criminal-record information will only be collected through a separate, lawful process after confirming the Article 6 basis, Article 10 authorisation, relevant statutory condition, and safeguards. We will provide the applicable privacy information before that collection; this notice alone does not authorise it.
Who can receive information: access is limited to people who need it for recruitment, adjustment arrangements, or lawful checks. Referees receive only information necessary to provide the reference.
Retention: unsuccessful or withdrawn applications: successful applications: any relevant information transfers to the employment record and is retained while the employee is in post and for the required period after leaving.  Adjustment and checking records: information may be retained longer where necessary for a legal obligation or an active legal claim; access must remain restricted. We will not retain an application for unrelated future vacancies without a separate, appropriate arrangement and privacy information.
Your choices and rights: we need sufficient relevant information to assess your application and complete any required checks; without it we may be unable to proceed. You may request access, correction, erasure, restriction, or portability where applicable, and object to processing based on legitimate interests. These rights are subject to legal conditions. Where consent is used for a separate optional purpose, it may be withdrawn without affecting earlier lawful processing. Contact the privacy contact above. You may complain to the Information Commissioner’s Office, the UK data-protection regulator.
Automated decisions: Not applicable
Notice version and date: V1 10th November 2026. Further purposes or materially different processing will be explained before they begin.
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