APPLICATION SUPPORT FORM
GUIDANCE

Thank you for your interest in applying.  The following questions are designed to help us understand your suitability and experience.

Please respond to all questions clearly and concisely; do not leave any questions unanswered.  We recommend limiting each response to approximately 300 words.

Use bullet points or numbered lists where appropriate.

You may choose to type or hand write your responses in the question boxes below but do not alter the form and do not stray outside of the boxes.  

STRATEGIC AND POLICY LEADERSHIP
1. Describe a time when you contributed to the development or revision of a strategic plan,  business plan or policy in a local government or similar setting.  
What was your role?  
What was the outcome?
	
































2. How do you approach reviewing and improving existing council policies and procedures to ensure they remain effective and compliant?
	

























3. Tell us about your experience of managing a significant community capital project.  
Describe your role starting from the initial concept to the completion?  
How did you advise the council on funding the project?
Did you have to apply for Welsh Government borrowing approval?
	
























4. What is your understanding of community development issues in your council area?
	

























5. How do you report upon planning consultations (e.g. applications, appeals, site meetings)? What advice do you provide to help the council respond to the local planning authority?
	


























GOVERNANCE AND LEGAL COMPLIANCE
6. What experience do you have in preparing agendas and minutes for formal meetings?  
How do you ensure accuracy and timeliness?
	

























7. Describe your experience in preparing and presenting formal council or committee reports.  What type of reports have you prepared? 
What management information sources did you use?
	























8. Give an example of how you ensured compliance with statutory obligations when servicing meetings.
	
























9. Describe a situation where you had to interpret and apply standing orders or financial regulations.
What challenges did you face?
	


























10. How do you organise health and safety in the workplace?
	

























11. Tell us about your experience of negotiating leases for land and property assets.
What measures did you employ to assist the council to complete the legal process?
	


























COMMUNICATION AND PUBLIC ENGAGEMENT
12. What experience do you have with Freedom of Information (FOI) and Data Subject Access Requests (SARs)?  
How did you respond?
What actions did you take when supplying or declining information?
	
























13. Describe a time you handled a sensitive communication with the public or media.  
What was the situation? 
How did you manage it?
	






















14. What is your experience in drafting press releases or public statements?  
How do you ensure clarity and professionalism?
	


























15. How have you built and maintained relationships with community groups and the media to promote the council’s work?
	

























16. Describe a successful council partnership you helped build with another organisation.  
What was your role? 
What did the partnership achieve?
	

























17. Describe a situation where you represented the council at a public meeting or event.  
What challenges did you face?
How did you handle them?
	
























STAFF AND RESOURCE MANAGEMENT
18. What experience do you have in supervising staff and managing employment matters?
How do you apply employment law in the workplace?
	

























19. Tell us about a time you managed a team through a period of change.
How did you support staff to maintain service delivery?
	
























20. Describe a situation where you dealt with a staff performance or disciplinary issue.
What process did you follow? 
What was the result?
	

























21. How do you identify training needs within a team and ensure staff development is aligned with organisational goals?
	

























22. How do you delegate responsibilities and work to subordinate staff when managing council services?
	

























DIGITAL AND ADMINISTRATIVE COMPETENCE
23. Describe a time you improved a digital system or administrative process. 
What was the problem? 
How did your solution help?
	























24. What is your experience managing council websites or digital communications?
How have you used these tools to improve transparency or public engagement?
	

























FINANCIAL OVERSIGHT
25. Describe your involvement in budget preparation and management. 
How do you ensure accuracy and accountability?
	
























26. Describe a time when you identified and mitigated a financial or operational risk. 
What steps did you take?
	

























Application checklist
Before submitting your application, please ensure you have:
· Answered all questions clearly and concisely
· Kept each response within the recommended word limit
· Used bullet points or numbered lists where appropriate
· Reviewed your responses for clarity and completeness
· Cross-referenced this application support form to your main application form so we may correctly identify you.
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