Application: Parliamentary Assistant for Graeme Downie MP

Your details

	Name:

	

	Address:

	




	Phone:

	

	Email:

	



Eligibility criteria

Proof of right to work in the UK will be required upon appointment.

I can confirm I do not need sponsorship and I have the right to work in the UK.

Yes / No

The successful candidate will be required to apply for security clearance, undertaken by the Security Vetting and Pass Office. This includes the requirement to have lived in the UK for three out of the last five years. See Members’ Staff Security Clearance page for further info.

I have lived in the UK for 3 out of the last 5 years.

Yes / No
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Your current or most recently employment
[bookmark: _heading=h.2et92p0]
	Job title:

	

	Organisation name:

	

	Pay:

	

	Length of time with employer:

	

	Notice period:

	

	Reason for leaving:

	



Describe your main day-to-day tasks and responsibilities in your current/most recent role (max. 50 words):
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Guidance: 

Your application will be assessed on whether you meet the criteria set out under the Skills and Competencies section. Please read the job description to see the full range of duties.  

1. Preparation: Before you answer the questions, read the Skills and Competencies section in the job advert and the job description.

2. Transferrable experience and skills: We do not expect every application to have experience and skills that exactly matches what we are looking for. Think about how your experience is transferrable to the criteria. 

3. ‘Show not tell’: Be specific about your experience and skills using examples.

You can use the STAR method to structure your examples of relevant skills and experience. 

· Situation - the situation you had to deal with
· Task - the task you did
· Action - the action you took
· Result - what happened as a result of your action and what you learned from the experience
· Reflection – what did you learn, and how would you approach a similar situation differently in the future?

4. Showing your personality: We encourage you to write your own application and minimise the use of generative AI tools (e.g. ChatGPT). We’re not looking for polished perfection, we’re looking for authenticity, judgement, and a sense of who you are. Applications that feel overly generic or AI-generated may be at a disadvantage.



Questions:

1. What experience and skills do you have which would make you impactful in this role (max. 200 words)
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2. Tell us about a time when you had to manage multiple tasks or competing priorities. How did you stay organised, and what was the result? (max. 100 words)

	




3. Why do you want to work for Graeme Downie MP? How do your values and experience align with the aims of this role? (max 100 words)

	



4. Let us know about any interests, hobbies, or volunteering experience (or anything else!) which is relevant to this role (max. 50 words):
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Further details
If you have a disability, please tell us if there are any reasonable adjustments we can make to help you in your application or with our recruitment process.

	



What is your current notice period?
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How did you find out about this role?

	




References
Appointment is subject to the receipt of 2 satisfactory references. We will not contact them without your permission.
[bookmark: _heading=h.17dp8vu]Referee 1
	Name:
Role:
Organisation:
Relationship to you: 
Email: 
Telephone: 


[bookmark: _heading=h.3rdcrjn]Referee 2
	Name:
Role:
Organisation:
Relationship to you: 
Email: 
Telephone:
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Declaration
I confirm the information I have provided on this form is correct. I accept that providing false information could result in my dismissal if appointed to the role.

	Name:

	

	Signature:



	

	Date:

	



Next steps
Email your CV and completed application as a Word document (not PDF) to DunfermlineAndDollar@parliament.uk

Use the subject line ‘Parliamentary Assistant 2025’.
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