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Direct line: 020 7921 4259




Email: recruitment@oasisuk.org

09 January 2019
Dear Applicant 

RE:  EXECUTIVE ASSISTANT TO CEO, OASIS
Thank you for your enquiry regarding the above vacancy. I am pleased to enclose the following documents for your consideration and completion of your application:

· Job Description/Person Specification

· Application Part A & B

· Further information including T&Cs, Ethos and Candidate Privacy Notice
· Equal Opportunities Form
I hope you find the application pack helpful.  If you feel that this is a post for which you would like to apply, please complete the application forms, Part A and B and Equal Opportunities Monitoring and return this, either by email or post as follows:

Email:  recruitment@oasisuk.org 

Post:    Mark Norris, HR Advisor, Oasis UK, 1 Kennington Road, London, SE1 7QP.

This is a rolling recruitment campaign until a suitable candidate is found, so please complete and return an application at your earliest convenience.
Please note that CV’s will not be accepted.  

I would like to take this opportunity to thank you for your interest in Oasis and look forward to hearing from you in the near future.  For further information about Oasis please visit our website (https://www.oasisuk.org) 
Should you have any queries about any aspect of the application procedure, please do not hesitate to contact us for clarification.

Yours sincerely 

Sue Fifield
HR Business Partner, Oasis Charitable Trust
OASIS CHARITABLE TRUST
EXECUTIVE ASSISTANT TO CEO OCT
PERMANENT CONTRACT
Terms and Conditions of Service
Salary
The salary offered ranges from £30-31k per annum (Grade E, OCP Salary Scale)
Hours
The individual will work full-time at 40 hours per week (1.0FTE) inclusive of breaks.  The breakdown of the hours will be negotiated with the line manager in accordance with the needs of the project.  There will be requirement to work evenings and weekends.
Contract
A permanent contract will be provided at the start of employment, and continuation of employment is subject to the satisfactory completion of a six-month probationary period.

Pension - employer’s contribution to a non-contributory Grouped Personal Pension Scheme currently stands at 7%.

Leave

All full-time staff receive 25 days leave, plus Bank Holidays per annual leave year (September to August).  This rises to 30 days per year after two complete annual leave years in employment.  Thereafter, one additional day will be given for every two annual leave years worked, up to a maximum of 33 days.  Further details with regards to leave entitlement will be outlined in the contract of employment.  Calculation for part-time staff is pro-rata.
Disputes

If the postholder should have any grievance concerning day-to-day work, the issue should be raised with the direct line manager, who will if necessary consult with the Chief Executive. The full grievance procedure is detailed in the Staff Handbook.

Accountability
The Executive Assistant to CEO OCT will be employed by Oasis Charitable Trust and will be accountable to the CEO of Oasis Charitable Trust. 
Applications
This is a rolling recruitment campaign until a suitable candidate is found, so please complete and return an application at your earliest convenience.
A completed application form should be emailed to: recruitment@oasisuk.org  or posted to:

Mark Norris
HR Advisor
Oasis Trust

1 Kennington Road

London SE1 7QP  
Oasis

Why we exist, what we do and who are we

1. Oasis Vision 

Oasis’ vision is for community – a place where everyone is included, making a contribution and reaching their God-given potential.   

2. Oasis Mission

Oasis is committed to working in an inclusive, integrated, empowering and comprehensive way so that all people experience wholeness and fullness of life. 

3. Oasis Ends 

· Local communities that are characterised by trust, safety, cohesion, mutual support, vibrancy, health and opportunity, and have increasing capacity to address their own issues.

· People who are excluded from community brought back into community and finding wholeness and fullness of life.

· The replication of models that effectively contribute to community transformation or bring the excluded into community.

Oasis Ends are outcomes statements. In other words, they describe what life should look like where Oasis is operating. 

4. Oasis International

The Oasis Vision, Mission and Ends are statements that have been agreed at an international level in Oasis. 

5. Oasis Hubs

Oasis Hubs are the means to achieve Oasis Ends.
6. Oasis Ethos 

If organisational purpose sets out why an organisation does what it does, and mission describes what an organisation does in order to achieve the purpose, then ethos is about who an organisation is and the way it achieves its purpose and delivers the mission. 

As with food, ethos is like a flavour or a taste that permeates a whole dish. It is in everything and flows through everything. 

Ethos is the very essence of Oasis, our organisational DNA.  In short, our ethos is our identity or personality. 

A person’s identity or personality can best be understood by observing or experiencing the way in which he/she behaves. It is the same for an organisation. 

Many words can be used to describe Oasis’ identity or its organisational behaviours but central to any such description are the following statements. Oasis has: 
· A passion to include everyone

· A desire to treat everyone equally, respecting differences

· A commitment to healthy and open relationships

· A deep sense of hope that things can change and be transformed 

· A sense of perseverance to keep going for the long haul 

It is true to say a person’s behaviours reflect what a person believes. In other words, what we believe about life determines how we behave and the things that we value.   

Oasis’ identity or organisational behaviours are rooted in, and flow from the Christian faith. Oasis’ work is motivated by the life, message and example of Jesus Christ. How Oasis as an organisation behaves has a direct relationship to what Oasis as an organisation believes. Oasis’ beliefs direct and shape the organisation’s behaviours.  

The following statements represent a few examples of Oasis’ core beliefs:   

· Each individual is made in the image of the God who created all of us, making us all equal and different.

· God is love. Love is not simply one of God’s attributes, but rather the very essence of his nature. This love pervades the universe and is unconditional rather than earned.

· God became human in the person of Jesus Christ. He came to where we are. He shared our experience of life. He felt joy and pain. He engages with us and understands us.

· Jesus served others rather than expecting to be served and willingly sacrificed his life through the cross.

· Jesus rose from the dead. Death is not the end. There is resurrection and hope.

Therefore, it follows that Oasis will behave by: 

· Seeking to serve all people equally, respecting their differences and aspiring to meet the needs of the whole person and the whole community because each person is valuable to God.

· Accepting others for who they are because they are accepted and loved by God.

· Engaging in the whole life of the communities we work in.

· Sacrificially serving both the individuals and the communities with whom we work. 

· Living with the hope that transformation is always possible because the resurrection of Christ shows that even the darkest situation can be overcome.      

Oasis behaviours cannot be separated from its beliefs; they are integral to one another. Oasis believes that its beliefs cannot have their full validity if they are not lived out. Equally, the behaviours cannot fully represent Oasis without an understanding that they demonstrate the Christian faith. The beliefs and behaviours together constitute Oasis’ ethos.  

However, Oasis never seeks to impose its beliefs on anyone. Oasis is always clear with staff, students, parents/carers, volunteers and any other parties about the fact that its behaviours and the things that it values flow directly from its Christian beliefs. But to be part of Oasis does not require anyone to own or accept these beliefs other than at Board or senior staff level.
What does all this mean?

A passion to include everyone

Oasis is committed to inclusion. In fact, the Oasis logo is described as a ‘circle of inclusion’. Being inclusive is about making sure that no-one is left out or marginalised but instead is made to feel welcomed and that they have a part to play. We are able to include people when we have experienced inclusion ourselves. We are able to love others when we know and understand that we are loved. And we believe that every person matters.

This can be a difficult way to be and can feel messy. It is always easier to exclude people than include them. And sometimes we choose to only include people because they are like us. But Oasis is committed to including ALL people. As we as Oasis behave like this, we hope that this mirrors to other people how we can all be with each other. We talk about this as a ‘passion’ because passion is about a deep desire or longing. This tells you just how important it is to us as Oasis.

All of this is rooted in Oasis’ belief that God’s nature is love. He is loving of all people – everyone is included. Absolutely no one is left out.

A desire to treat everyone equally, respecting differences

Oasis is committed to equality. That means we believe that all people are of equal value and should be treated with fairness. We cherish the fact that we are also wonderfully different – not just physically but in character, background and culture. We think that everyone has their own strengths and abilities and together we can enable each other to flourish.

This all flows from a recognition that each person in the world is made in the image of God. Mother Teresa was asked how she managed to expressed so much love and compassion to outcaste people who had been completely rejected by others. She simply replied that when she saw their eyes she saw Jesus looking back at her. That is a way of understanding it all really. It means that every person we come across, work with, sit alongside, is made in God’s image and is of equal infinite value as us. And that changes everything. For example, you don’t treat people badly unless you think they aren’t as important or as valuable as you. As Oasis we desire to treat people equally, valuing them as image bearers.

A commitment to healthy and open relationships

Oasis is committed to relationships. We are all dependent on relationships. It is through relationship with others that we become what we are. There is some ancient African wisdom which states that “I am because we are.” You see this especially at work in a team. A team is made up of individuals who all work together to achieve their goal. And for that to be possible we need to work well together, be able to help and encourage each other, be honest and give each other feedback so that we are each able to develop and grow. This is what makes our relationships healthy and open. A word that sums up this way of being is interdependence. 

We believe that relationship is hard-wired into the whole of life. It isn’t just humans that are dependent on other humans. In fact, everything in the whole of life and creation is interdependent. 

So we are called to be committed to healthy, open relationships and to recognise our interdependence with others. When we do this the communities we live in will become stronger and trusting. 

A deep sense of hope that things can change and be transformed

Everybody needs to have hope. Hope is the belief in a positive outcome in the future. Many people today live without hope. They don’t see the possibility of a better future for themselves or the community they live in. Oasis has a very strong sense of hope – a strong sense that things can change, that things can be different to the way they are now. Oasis believes in a future where people and communities will flourish. People won’t be sad or lonely or left out or hurt or rejected. We believe in a future where there will be no more pain or war or human trafficking. This hope, this vision is 
based on what Oasis believes about Jesus and what he taught and showed us through his life and death. 
This kind of hope for a better future does not come about by wishful thinking. It comes into being through hard work and each individual seeing themselves as an agent of change, seeing themselves as a participant in creating change that will transform. Without hope, change can never be achieved.

A sense of perseverance to keep going for the long haul

To achieve change both for ourselves in our own lives and in the lives of others, our communities and the wider world, we need to be people who are willing to persevere. Change is never quick - it takes time and energy. It is a bit like running a marathon. Every mile you run is a challenge but in order to complete the race you have to run all 26 miles. To be successful at this you need to persevere and to be prepared to not to give up even when the going gets tough. 

Lots of people think that they should have what they want ‘NOW’. They don’t want to wait for it, earn it or work hard for it. This kind of approach to life will never bring about change that will last – it simply creates people who are rather selfish, thinking only of their own needs.

This is our ethos, our DNA; it is this that guides us as we seek to bring hope and transformation to people and communities through the development and delivery of every activity of Oasis.

GDPR Candidate Privacy notice, 

Oasis Community Partnerships

What is the purpose of this document?

Oasis Community Partnerships is a “data controller”. This means that we are responsible for deciding how we hold and use personal information about you. You are being sent a copy of this privacy notice because you are applying for work with us (whether as an employee, worker or contractor). 

It makes you aware of how and why your personal data will be used, namely for the purposes of the recruitment exercise, and how long it will usually be retained for. It provides you with certain information that must be provided under the General Data Protection Regulation ((EU) 2016/679) (GDPR).

Data Protection Principles

We will comply with data protection law and principles, which means that your data will be:

• Used lawfully, fairly and in a transparent way.

• Collected only for valid purposes that we have clearly explained to you and it will not be used in any way that is incompatible with those purposes.

• Relevant to the purposes we have told you about and limited only to those purposes.

• Accurate and kept up to date. (Based on what you have provided to us)

• Kept only as long as necessary for the purposes we have told you about.

• Kept securely.

The Information we collect

In connection with your application for work with us, we will collect, store, and use the following categories of personal information about you: 

• The information you have provided on our application form, including name, title, address, telephone number(s), personal email address, National Insurance Number, information about your entitlement to work in the UK employment history, qualifications, current and previous levels of remuneration and contact details for referees.

• The information you have provided to us in your curriculum vitae and covering letter (if you have submitted one).

• Any information you provide to us during an interview.

• Any paperwork you may provide post interview in the way of a passport, right to work or birth certificate.

We may also collect, store and use the following “special categories” or sensitive personal information:

• Information about your race, gender, national or ethnic origin, religious beliefs, or your sexual orientation. 

• Information about criminal convictions and offences in the UK and internationally.

• Information about your medical history and fitness for work.

How is your information collected?

We collect personal information about candidates from the following sources:

• You, the candidate.

• Your Recruitment Agency, should you be recruited through this route.

• CCPAS and Disclosure and Barring Service in respect of criminal convictions.

• Your named referees, from whom we collect information about your previous employment details and suitability to work with us.

• A course provider if you list a qualification and we need to confirm details.

• Where applicable overseas police apply and the (potential) employer is required to complete a check.

Why do we process personal data?
Essentially, we need to process your personal information to decide whether to enter into a contract of employment with you.

It is in our legitimate interests to make an informed decision whether to appoint you to the role that it would be beneficial to our business.

 

Having received your application form and any other supporting documentation you provide we will then process that information to decide whether you meet the requirements to be shortlisted for the role. 

If we decide to call you for an interview, we will use the contact details you have provided to communicate with you about the recruitment process and take up references prior to interview (if you grant us express permission to do so). 

We will use the information you provide to us at the interview to decide whether to offer you the role. If we decide to offer you the role we will then follow-up on any outstanding references and carry out pre-employment checks, as outlined in the Oasis Recruitment and Selection Policy. These include (but are not limited to) confirmation of your Right to Work in the UK; verification of qualifications; satisfactory completion of a Health assessment and successful completion of an enhanced DBS check with barred list check and where applicable overseas police checks. 

If you fail to provide personal information
You are under no statutory or contractual obligation to provide data to us during the recruitment process. However, if you do not provide the information, we may not be able to process your application properly or at all.

You are under no obligation to provide information for equal opportunities monitoring purposes and there are no consequences for your application if you choose not to provide such information.

How we use sensitive personal information
We will use your sensitive personal information in the following ways:

• We will use information about your disability status to consider whether we need to provide appropriate adjustments during the recruitment process, for example whether adjustments need to be made during a test or interview. 

• We will use information about your race, gender, national or ethnic origin, religious, philosophical or moral beliefs, or your sexual orientation, to ensure meaningful equal opportunity monitoring and reporting. We do this with the explicit consent of job applicants, which can be withdrawn at any time.

Information about Criminal convictions
We are obliged to seek information about criminal convictions and offences in the UK and in certain cases internationally. When we seek this information, we do so because it is necessary for us to carry out our obligations and exercise specific rights in relation to employment. We are entitled to carry out a criminal records check in order to satisfy ourselves that there is nothing in your criminal convictions history which makes you unsuitable for the role. In particular:

 

• The role you are applying for is considered an ‘excepted post’ under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (SI 1975/1023)] so is eligible for an enhanced check from the Disclosure and Barring Service.

We have in place an appropriate policy document and safeguards which we are required by law to maintain when processing such data.

 

Automated decision making

You will not be subject to decisions that will have a significant impact on you based solely on automated decision-making.

 
Data Sharing
Why might you share my personal information with third parties?

Your information will be shared internally for the purposes of the recruitment exercise. This includes members of the OCP project staff who carry out HR activities, the central People Directorate, shortlisters and interviewers involved in the recruitment process, line mangers in the area where the vacancy sits and IT staff if access to the data is necessary for the performance of their roles.

In order to meet our safeguarding duties, we are required to obtain references from your former employers as part of the interview process.  We will not share your data with third parties for this purpose without your consent.

The organisation will share data with third party employment background check providers to obtain necessary background checks (for example our occupational health provider when required) and the Disclosure and Barring Service to obtain necessary criminal records checks.

We will not transfer your data to countries outside the European Economic Area or any company that is not included in the EU-US Privacy Shield.

We only permit them to process your personal data for specified purposes and in accordance with our instructions.

 

Data Security
We have put in place appropriate security measures to prevent your personal information from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, we limit access to your personal information to those employees, agents, contractors and other third parties who have a business need-to-know. They will only process your personal information on our instructions and they are subject to a duty of confidentiality. For more information please refer to the Oasis Privacy Policy.

 

We have put in place procedures to deal with any suspected data security breach and will notify you and the Information Commissioner’s Office (ICO), the UK regulator for data protection issues, of any suspected breach where we are legally required to do so.
 

Data Retention
How long will you use my information for?

If your application is unsuccessful, we will retain your personal information for a period of 6 months after we have communicated to you our decision about whether to appoint you to the role. We retain your personal information for that period so that we can show, in the event of a legal claim, that we have not discriminated against candidates on prohibited grounds and that we have conducted the recruitment exercise in a fair and transparent way. After this period, we will securely destroy your personal information in accordance with our data retention policy.

 

If we wish to retain your personal information on file, on the basis that a further opportunity may arise in future and we may wish to consider you for that, we will write to you separately, seeking your explicit consent to retain your personal information for a fixed period on that basis.

What if a candidate is successful? And also for agency staff who are successful and engaged for longer than a month should their information be kept in line with other fixed term/permanent staff?

 

Rights of access, correction, erasure and restriction 

Under certain circumstances, by law you have the right to:

• Request access to your personal information (commonly known as a “data subject access request”)

• Request correction of the personal information that we hold about you. 

• Request erasure of your personal information. This enables you to ask us to delete or remove personal information where there is no good reason for us continuing to process it. You also have the right to ask us to delete or remove your personal information where you have exercised your right to object to processing (see below).

• Object to processing of your personal information where we are relying on a legitimate interest (or those of a third party) and there is something about your particular situation which makes you want to object to processing on this ground. 

• Request the restriction of processing of your personal information. 

• Request the transfer of your personal information to another party.

If you want to review, verify, correct or request erasure of your personal information, object to the processing of your personal data, or request that we transfer a copy of your personal information to another party, please contact Sue Fifield, Data Protection Lead (DPL).

Data Protection Lead
Our DPL oversees compliance with this privacy notice. If you have any questions about this privacy notice or how we handle your personal information, please contact the DPL.

If at any time you believe we have made an error in the way we have processed your personal data, you have the right to make a complaint to the ICO at: www.ico.org.uk.

 

