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Dear Applicant 
 
Dementia Action Alliance Assistant 
 
Thank you for your interest in the above position with Alzheimer’s Society.  Please 

find enclosed an information pack as requested.   

 

We ask you to fill in your application carefully, giving all relevant information and in 

particular, setting out the ways in which you meet the competencies outlined in the 

job description and person specification.  You should provide clear and concise 

examples of a time when you have had to use the necessary skills. 

 

Your application should be typed or completed in black ink.  The panel will consider 

the presentation of your application during the selection process. 

 

Your completed application should be returned to us by 5pm on Thursday 27th 

June 2013.   

Late applications will not be accepted.  CVs will not be accepted. 

 

Interviews will be held on: 11th July 
 
 
Please send your completed application form to: 
 
Recruitment  
Alzheimer’s Society 
Devon House  
58 St Katharine’s Way  
London  
E1W 1JX 
 
Or e-mail recruitment@alzheimers.org.uk  
 
 
Yours faithfully 
 
Simon Kitchen 

Stakeholder Relations Manager
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Alzheimer’s and Dementia 
Dementia is caused by disease of the brain; symptoms include loss of memory, 
confusion and problems with speech and understanding. It is progressive and 
eventually terminal.  Dementia can happen to anyone and there is currently no cure. 
But with the right support, people can live well with dementia throughout the 
condition.  
 
800,000 people live with dementia in the UK today with nowhere near enough 
services provided to meet their needs.  There are over 17,000 people under 65 with 
dementia in the UK and 1 in 14 people over 65 have dementia.  One in three people 
over 65 develop dementia.  
 
 
About Alzheimer’s Society 
Alzheimer's Society champions the rights of people living with dementia and the 
millions of people who care for them.  We are the leading support and research 
charity for people with dementia, their families and carers, with over 2000 employees 
and over 6000 volunteers across England, Wales and Northern Ireland. 
 
Alzheimer’s Society provides over 2,000 services across England, Wales and 
Northern Ireland.  We provide information, education, support and care to help 
people live their lives to the full.  We spent more than £56 million on charitable 
activities in 2011/12, almost 90 per cent of which continued to be on providing care 
services and direct services to people with dementia and those who care for them. 
We also spent £3.1 million on research into the causes and treatment of dementia. 
 
 
External Affairs 
This is an exciting time for Alzheimer's Society and the External Affairs Directorate. 
Raising the profile of dementia with key external audiences from politicians, civil 
servants and local government to media leaders, businesses and the general public 
is vital if we are to improve outcomes for people with dementia.    
 
Our decision to increase investment and expand in our External Affairs function is 
recognition of the important role the Directorate plays in the delivery of the 
organisation’s mission and values.  In doing so, these changes will help us to better 
influence and work with those who can transform the lives of people with dementia.  
It will also enable us to boost our campaigning, media profile and public awareness 
activities, as well as supporting the creation of dementia friendly communities. 
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Job Description 
 
Job title:  Dementia Action Alliance Assistant 
Location: London 
Salary Grade:  D2 
Actual Salary:  £12,048 actual per annum   
Hours: 17.5 per week  
Contract Type: Fixed Term for 12 months 
 
Main purpose of job  
Support the development of the Dementia Action Alliance relationship with its 
members and wider stakeholder group.  

The Dementia Action Alliance Assistant will report to the DAA Engagement Officer. 
The Dementia Action Alliance Assistant will be a member of the Dementia Action 
Alliance team and will liaise at all levels across the Society and wider membership of 
the Alliance. 

The scope of the job 

• Providing cross cutting support to the DAA Engagement Officer and DAA 
Executive Manager 

• Maintaining a Dementia Action Alliance stakeholder database and engagement 
activity 

 
Dimensions and limits of authority  

• Support the work of the DAA Engagement Officer, DAA Executive Manager and 
DAA Communication Adviser 

• Organise meetings and support the delivery of Dementia Action Alliance events 
and campaign activities. 

• Respond to external and internal enquiries from Alliance members without 
reference within criteria agreed by DAA Engagement Officer.  

 
Duties and key responsibilities  

• Support work to identify organisations that can help the Alliance deliver better 
outcomes for people with dementia and carers. 

• Develop and maintain a well-managed information system on DAA members and 
wider stakeholder group. 

• Identify and participate in groups as directed by the DAA Engagement Officer.  

• Organise and administer events as requested by the DAA Engagement Officer 

• Support the DAA Engagement Officer to developing the user involvement within 
the Alliance 

• Play an integral part in engaging and motivating staff and volunteers to work with 
external partners. 

• Support the DAA Engagement Officer to maintain Alliance website 

• Supporting the DAA Executive Manager in developing DAA’s online communities 
and Call to Action Work 

• Answer queries on behalf of the Dementia Action Alliance. 

• Undertake any other reasonable duties which may arise from time to time and 
which are commensurate with the general level of the post  
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Additional responsibilities 

1. To adhere to all the Society’s service standards, policies and procedures. 

2. To comply with the data protection regulations, ensuring that information on 
clients, supporters and volunteers remains confidential. 

3. To be responsible for personal learning and development, to support the 
learning and development of others and the whole organisation. 

4. To work in a manner that facilitates inclusion, particularly of people with 
dementia. 

5. To implement the Society’s health and safety policy and procedures, ensuring 
that all practices and procedures are undertaken in accordance with a healthy 
and safe working environment and that all staff and volunteers for whom you 
may be responsible are aware of their responsibilities in respect of their role, 
monitoring data and recommending action as required. 

6. Where appropriate, to recruit, induct and support volunteers. 

7. To undertake any other tasks, duties or projects which may arise from time to 
time which are commensurate with the general level of this post and as directed 
by the designated line manager. 

This job description is not exhaustive and serves only to highlight the main 
requirements of the post holder.  The line manager may stipulate other reasonable 
requirements.  The job description will be reviewed regularly and may be subject to 
change



ALZHEIMER’S SOCIETY  

 

V.05.13 6 of 10 
 

Person Specification:   

All of the following requirements are essential, unless marked with * when they are 
desirable.  They will be assessed from a combination of information provided from 
the application form, tests, a standard panel interview and references: 
 

Education and qualifications Application Interview 

Degree level, or equivalent X  

Knowledge of government and politics, 
health and social policy and understanding 
of dementia* 

X  

 

Skills and experience Application Interview 

Experience working in a stakeholder 
relations environment 

X X 

Good oral and written communication skills X X 

Working on the delivery of projects  X X 

Supporting the delivery of stakeholder 
relations events  

X X 

Working in a team environment  X X 

Strong IT skills X  

Excellent administration  X X 

Able to create and manage database 
information  

X X 

Excellent organisational skills  X X 

Uploading information onto websites X X 

 

Personal attributes / qualities Application Interview 

Able to work independently but seek advice 
as required 

X X 

Understanding of English health and social 
care sector 

X X 

Good attention to detail  X 

Interested in championing the rights of those 
living with dementia  

 X 

Able to establish priorities and manage a 
complex workload in order to meet tight 
deadlines 

 X 
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Value Based Behaviours 

Alzheimer’s Society has a value-based behavioural framework which brings our 
values to life in everything we do.  The framework is applied across the full 
employment (and volunteering) life-cycle.  This includes individual objectives, 
appraisals, performance management, reward and recognition and personal and 
professional development. You will be given a full copy of the framework if 
appointed, as part of your induction. 

For this role, the key value based behaviours you will need to evidence in your 
application and which will be assessed during the recruitment process are: 

• I seek the input and involvement of people affected by dementia, wherever 
possible and appropriate. 

• Keep my promises, delivering to agreed standards and within agreed timescales 

• I work collaboratively with others, sharing experiences and expertise. 

• I challenge the status quo in a constructive and respectful manner, actively 
suggesting and contributing to improvements 

• I consider the impact of decisions and actions on different groups in the Society 
and externally. 

• Build credibility and trust with others by acting openly, professionally and 
respectfully at all times 

• Am open to new ways of working, learning new tasks and skills as required.
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Job Application Guidelines 
Alzheimer's Society is an equal opportunities employer. We aim to treat every 
applicant fairly. The information you provide in your application form is the only 
information we will use in deciding whether or not you will be invited for interview, so 
it is important that you complete it with care.  To help you, please follow these 
guidelines. 
 
1. Please complete all sections of the form. 
 
2. Please type the application form where possible.  If you are filling in by hand 

please use black ink, as it may be photocopied. Do not stick or glue paper to 
the back of the form as it may get caught in the photocopier. Please add a 
separate piece of paper instead. 

 
3. After reading the person specification and job description, think carefully 

about your application and consider to what extent you have the skills and 
experience necessary to meet the requirements of the post.   

 
4. Your last and present post allows you the opportunity to tell us about the work 

you are doing or have done in the past. Be as brief as you can, and use the 
personal statement at the back of the form to describe in more depth your 
skills, knowledge and experience relevant to the job. 

 
5. Under the section ‘Education, qualifications and training’ you are asked to 

state your qualifications or name a course that you attended. It is sufficient to 
state that you have a specific number of ‘A’ levels and GCSEs, or equivalent 
qualifications, unless you are asked for a specific qualification on the person 
specification, such as GCSE English. You should mention qualifications or 
training relevant to the post you are applying for. 

 
6. The personal statement is an important part of the application form and 

should be used to tell us how you meet the person specification and what 
experience you have that is relevant to the job description. Always remember 
to specify your personal responsibilities rather than those of your section or 
department. Remember to explain how your current or previous experience 
relates to the job you are applying for.  

 
7. Please ensure that your completed application form is returned by the date 

and time stated at the beginning of this information pack. Do not attach any 
other documentation. Your completed equal opportunity form must be sent to 
the recruitment@alzheimers.org.uk or the HR Service Centre, as stated on the 
equal opportunities form. Any attachments, such as CVs, references or 
photocopies of your qualifications will be disregarded and will not be seen by 
the selection panel. 

 
8. In order to make good use of the charity’s money your application will not be 

acknowledged unless you are selected to attend an interview.  
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Information for Candidates  
 
Terms and Conditions of Employment 
Outlined below are some of the main terms and conditions of employment relevant to 
all employees of the Society. 
 
Probation 
All posts are subject to a probationary period of 12 weeks unless otherwise stated on 
the letter of appointment, during which your performance will be reviewed from time 
to time.  During this probationary period, either party may terminate the contract by 
giving the appropriate notice.  After satisfactory completion of the probationary 
period, the notice stated on your contract of employment will apply. 
 
Location 
Your main place of work will be detailed in your contract of employment. You may be 
required to work in other locations from time to time. You will not be required to work 
outside the United Kingdom for a continuous period of more than one month.  
 
Salary Payment 
All new employees are placed on a set grade based on the Society’s salary scheme, 
and this is normally reviewed in April of each year. 
 
The commencing salary will be as stated in the contract of appointment.  Salaries 
are paid in arrears on or around the 25th of each calendar month, by direct credit 
transfer into a bank or building society account.  
 
Annual Leave 
The holiday year runs from 1 April to 31 March.  In each holiday year, in addition to 
bank and statutory holidays, the holiday entitlement in the first full year will be 25 
days, pro-rated according to hours of work and start date. This then increases in line 
with service as follows: during the first full leave year and up to 2 leave years 25 
days, third leave year 26 days, fourth leave year 27 days, fifth leave year 30 days.  
Holiday will be calculated on a pro-rata basis for part-time workers. 
 
Pension Scheme 
After successfully passing your probation you may be eligible to join the Society’s 
nominated pension scheme subject to the rules of the scheme as amended from 
time to time.  
 
The Society currently operates a Group Personal pension scheme provided by 
Zurich.  All employees under the age of 75 may join the scheme on completion of the 
probationary period.  Employees may contribute a percentage of their salary to the 
scheme and the Society will double the employee’s contribution up to 8% of the 
employees’ gross salary.  This will mean that a 1% employee contribution will attain 
a 2% contribution from the Society and a 4% contribution will attain the maximum 8% 
from the Society.  Alzheimer’s Society will not pay into a personal pension scheme.  
 
Sick Leave  
The Society operates an occupational sick pay scheme that is based on length of 
service with the Society. 
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Benefits  
The Society offers a range of benefits to its employees including Life Assurance, a 
Cash Health Plan and Childcare Vouchers. 
 
No Smoking 
The Society operates a no smoking policy. 
 
 


