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WELCOME FROM
THE MAYOR
Lewes is a vibrant town in which heritage and community spirit
mix together to create a distinctive and heady cocktail. Lewes
Town Council plays a central role in the life of Lewes, not only
as custodian of several of the town’s most important buildings,
but also as an enabler of community activity and a focus for
change, especially in the environmental sphere.
We are fortunate in having a hard-working and experienced
team of Council staff backing up a group of talented and
active councillors. What we seek is another Town Clerk with
the skill and knowledge to bring them together to meet the
undoubted challenges that lie ahead. It will be an absorbing and rewarding assignment
for the successful candidate, who will be able to rely on the support of all of Lewes in
taking the Council forward.
We hope that they will join us in August, to allow a handover from our present “TC” and
to give some breathing-space to settle-in as successor before he leaves us.

Cllr John Lamb
Mayor of Lewes 2019 - 2021
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TOWN CLERK RECRUITMENT
AN INTRODUCTION...
THE JOB...
Our Town Clerk will retire in December 2021 (he is actually leaving us at the end of October) and five
other members of our small team will become eligible to retire before April 2024. His successor will help
Councillors to address these challenges, and to embrace many other changes in meeting the future.
Elections in 2019 brought new Councillors to more than half the seats on the Council, and, following an
extensive “Visioning” exercise, everyone is energized and eager to move forward.
We seek a forward thinking and proactive Town Clerk to take responsibility for all aspects of the operation
of the Council, and hope to attract individuals with the knowledge, experience, and energy to help
us achieve our goals while keeping the business and mechanisms of the Council on the ‘straight-andnarrow’.
We hope that they will join us in August, to allow a handover from our present “TC” and to give some
breathing-space to settle-in as successor before he leaves us.
The Town Clerk is expected to advise the Council on, and assist in the formation of, overall policies to be
followed in respect of the Authority’s activities and in particular to produce all the information required for
making effective decisions, and then to implement constructively all decisions. The person appointed will
be accountable to the Council for the effective management of all its resources and will be prepared to
jump in at the deep end when they start, although our present “TC” will of course be on hand to advise.
Applicants must be able to demonstrate significant managerial experience, and ideally will have relevant
knowledge of local government law and procedures and hold (or must be willing and able to obtain) one
of the qualifications prescribed to allow the Council to retain the General Power of Competence [The
Parish Councils (General Power of Competence) (Prescribed Conditions) Order 2012 (SI2012/965).]
Applicants should make clear in their application why they are interested in the position, and what
relevant skills and experience they have, with reference to the Job Description and Person Specification.
At the same time, we are also recruiting for someone to be our Responsible Finance Officer [s151 Local
Government Act 1972] on the basis of a notional one day each week, although the actual pattern worked
can be by agreement. These roles are combined in our present Town Clerk.
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THE TOWN…
Lewes is the ancient County Town of Sussex; steeped in history but nonetheless a modern town. This is a
politically active community with a rich history of intellectual thought and, sometimes, action to challenge
bad government – centuries-old sayings emphasize the tradition that “a Sussex man (or woman!) wun’t
be druv’ (driven)”! There can be few small towns as vibrant and dynamic as this.
Nowhere is that heritage more obvious than during the famous annual Bonfire celebrations, when the
traditional effigies (think carnival floats; but designed for a spectacular and explosive end!) will often point
a satirical finger at national figures or situations in the news.
Lewes became a Transition Town in 2007, when it introduced the Lewes Pound; a local currency that can
be used in many shops and businesses in the town.
Culturally, the town supports a vast range of interests. Among them are Lewes Football Club - 100%
community owned, and uniquely the only club to treat its women’s team on the same level as the men.
Its Equality FC initiative was recognised by the United Nations He4She campaign for work in gender
equality when in 2019 it won a UN Inspiration Award.
For 20 years local primary schools have held a Parade to celebrate “Moving On” to secondary school,
supported by Parents and Teachers in the Arts, or PATINA. This is an exciting and colourful carnival which
takes over the streets and showcases the wonderful creativity and exuberance of our children.
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THE COUNCIL…
Lewes Town Council is one of only around 70 Parish Councils in England which set a Council Tax Precept
over £1million.
Though modern in its outlook (see ‘Our Vision’, elsewhere in this pack) the Council maintains the
traditions of a ceremonial council with historic regalia and connections to the cultural life of the town.
In recent times it has declared a Climate emergency; promoted education around Black History Month;
agreed to fly a flag in recognition of the LGBTQ+ community and supported local efforts to introduce a
‘Pollinator Pathway’ through Lewes by establishing wildflower stepping-stones throughout the town.
Comprising eighteen elected members and employing seventeen staff (10 full-time), Council meets
approximately every five weeks and also has some standing committees (see https://lewes-tc.gov.uk/yourcouncil/committees/) but often creates working parties to deal with large projects or short, detailed, tasks.
We support the community sector with financial grants totalling over £70,000 annually, and we also fund
various initiatives and projects such as local bus services and low-traffic study initiatives with larger sums.
We own The Pells – an historic area comprising a lake; recreation ground with play area, and a large openair swimming pool dating from 1860; making it the oldest freshwater outdoor public swimming baths in
the country that is still operating (www.pellspool.org.uk) – run on our behalf by a local community charity.
Lewes Priory (let to a tenant Trust www.lewespriory.org.uk) is a beautiful parkland area housing the
historically significant remains of one of the largest and most important Priories to be demolished (nearly!)
by King Henry VIII.
We own the town’s grade 2* heritage listed War
memorial and the Town Hall and the All Saints
Centre – both grade 2 listed buildings, run as
venues for activities as diverse as danceclasses; tai-chi; and toy-libraries; worldclass sculpture exhibitions (Auguste
Rodin, Anthony Caro, Henry Moore,
David Nash); weddings; and musical
and theatre events of all types. We
also own the rather more modern
Bridgeview (Malling) Community
Centre, which is currently nearing
completion of a major rebuilding
project.
We provide various local amenities
such as litter bins; bus-shelters and
other street furniture. We offer more
than 220 allotment plots over our
seven sites across the town, and own
44 hectares (roughly 110 acres) of open
downland at Landport Bottom which is the
registered site of the Battle of Lewes (1264)
and houses important Neolithic tumuli (burial
mounds).

6

We influence town planning and tourism; and developed with the
community the Lewes Neighbourhood Plan; setting out a vision
for the town through to 2033 supported by a set of planning
polices and recognized projects. The Plan and the story of how it
was developed can be seen at www.lewes4all.uk. The innovative
aim to embed Ecosystems Services into all aspects of town life was
recognised by the Royal Town Planning Institute, who awarded the
Steering Group a Commendation for Planning Excellence.
We support other tiers of government and other public services,
with such things as funding the police-operated CCTV cameras in
the town.
For more information on the Council and its activities, see our
website www.lewes-tc.gov.uk or Facebook page.
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OUR COUNCILLORS

Dr Janet Baah

Matthew Bird

Richard Burrows

Stephen Catlin

Guy Earl

Rob Handy

Oli Henman

James Herbert

John Lamb

Imogen Makepeace

Dr Wendy Maples

Dr Graham Mayhew

Merlin Milner

Ruth O’Keeffe

Shirley-Anne Sains

Jonathan Vernon

To find out more about our
Councillors please visit our website:
https://lewes-tc.gov.uk/your-council/
whos-who/
Richard Waring

Kate Wood
8

OUR STAFF
Town Clerk
Steve Brigden is retiring after nearly twenty years as our “TC”,
and over 32 in local government in Lewes.
TC is the principal adviser to the Council; Head of paid service;
Manager of all services, resources, & staff; Responsible Financial
Officer (s151 Local Government Act 1972 duty), and Proper
Officer for all statutory and business purposes.
Town Clerk designate
To be appointed
Successor to Town Clerk - without s151 RFO responsibility.
Responsible Finance Officer (s151)
To be appointed
Responsible Financial Officer iro s151 Local Government Act 1972
duties.
Civic Officer & Assistant Town Clerk
Fiona Garth has been our Mayor’s Secretary; TC’s right-hand;
Civic functions/events/publicity organizer; office manager; Town
Twinning liaison and much, much, more for over twenty years.
Receptionist/Administrator 19 hrs per week
This post is currently vacant, and it is envisaged that we will replace it with a part-time
Communications /projects Officer.
Receptionist/Administrator 19 hrs per week
Julie Dean has faced our public in this seat for twelve years, assisting with incoming enquiries and
general office administration. Julie also holds one of the two part-time cleaners’ roles for the Town
Hall.
Finance Administration Officer 28 hrs per week
Vivienne McLachlan is a qualified Accounting Technician and has been with us since 2008; dealing
with our payments & income processing; cash & bank reconciliation; payroll; records maintenance;
producing routine and ad hoc financial reports for the RFO, and utility contracts etc administration.
Customer Services/Administration Officer 34 hrs per week
Emma Tingley has worked for the Council since 1995, and deals with general office administration;
Health & Safety monitoring; Allotments tenancies and administration; support for the Planning
Committee, and provides administrative support for meetings; taking notes to assist with Minutes
preparation; room preparation etc.
Town Ranger F/t - shifts
Brian Courage is often to be seen out-and-about on his (council) bicycle, carrying out inspections and
monitoring our Allotment sites and other areas and making minor repairs where possible to our field
assets, street furniture, bus shelters etc, or arranging contractors for larger jobs. Brian has been with
us since 2014 and is a well-known public face for the Council. He also acts as first-responder for any
minor issues with heating systems or plant & equipment in our buildings.
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TOWN HALL
Town Hall Manager
Lee Symons is our Town Hall Manager and has run the Town Hall for over twenty-five years. Lee is responsible
for security/safety; events management & organization; customer liaison etc. He also acts as our Civic
Macebearer – proudly leading processions for ceremonial events.
Town Hall Keeper
Mick Larkin is the Assistant Town Hall manager - traditionally known as the Town Hall ‘Keeper’. Mick has,
for more than 20 years, shared the job of running of the building for its myriad uses and also stands-in as
Macebearer if needed.
Town Hall Cleaner #1 20 hrs per week
Linda Hussey has for over 20 years taken great pride in cleaning this well-used building, which hosts thousands
of people each year, who use its multiple public rest-room suites and hireable halls and rooms. Linda also cleans
our office suite, housed within the Town Hall.
Town Hall Cleaner #2 15 hrs per week
Julie Dean precedes her daily duties as our Receptionist/Administrator with a shift working with Linda to clean
the Town Hall.

ALL SAINTS CENTRE
All Saints Centre Manager
Lizzie Zeyfert manages this busy Community Arts & Youth Centre, housed in an historic church building
‘decommissioned’ and given to the town in 1980. Since 2011 Lizzie has been responsible for day-to-day
management of the Centre; security/safety; events programming and organization; customer liaison etc.
All Saints Centre Assistant Manager
Claire Tully has recently been promoted to this role – assisting Lizzie in all aspects of running the Centre. She
originally joined us in early 2019 as the Centre’s general assistant, helping customers and sharing some of the
administration and other work.
All Saints Centre Venue Assistant
This post is currently vacant, with Claire’s promotion to Assistant manager. The role is to provide general
assistance in Centre operations; cleaning & minor repairs; events preparation/clearance etc.

MALLING COMMUNITY CENTRE
The Centre is soon to be handed-back by building
contractors following a £1million reconstruction.
Malling Community Centre Manager
Hannah Roxx has recently been promoted to this role, having
been Assistant manager at All Saints since 2013. She is
responsible for day-to-day management of the Centre; security/
safety; events programming, management, & organization;
customer liaison etc.
Malling Community Centre Assistant Manager
Faye Willis has recently been promoted to this role, having
worked as one of our Receptionist/Administrators since 2009.
Faye will assist Hannah in all aspects of running the Centre.
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OUR VISION
Soon after the May 2019 elections brought new Councillors to more than half the seats on the Council, we
conducted an exercise to clarify priorities and principles and inform the Council’s future activities and policy
direction.
This helped to define those things that Councillors feel are essential for the Council to provide or perform,
and also those things that were seen as potential areas for development or specialization, or simply where the
Council might better perform a function.
This created a framework of Principles to inform and underpin future actions and decisions.
Services, activities and projects currently operated by Council
Things considered ‘ESSENTIAL’ and already in place or imminent; and could be refined and/or have few
implications needing additional resources.
It was agreed that High priority should be given to the Council’s buildings; allotments; grants scheme;
community partnerships and support for outside bodies and public events; The Pells area, Lewes Priory; and
Landport Bottom.
Prospective areas of activity or themes
Things considered ‘POTENTIAL’ and either not undertaken at present or deserving refinement; and careful
consideration of implications needing additional resources and/or in-depth assessment, research, or specific
reallocation of resources.
•

Transport-related: Infrastructure & signage, cycling routes; bus transport;
Council can influence; and assist funding. Council can directly provide some infrastructure.

•

Openness; engagement; consultation; partnership
Council can bring disparate groups together, consult, and influence discussions. Council can exceed
statutory requirements for transparency in governance.

•

Trees & Biodiversity; wildlife & the environment; Open spaces
Council seeks measurable improvements over the term of the administration, reflecting decisions with
specific effect in these areas and/or occasions when influence may be exerted (eg encouragement to
Planning applicants)

•

Support for food banks & the disadvantaged.
Include specific focus in any revision of policy for Financial Grants Scheme. Increase the amount budgeted.

•

Encourage participation of, and facilities for, youth in the working of the community
Exercise influence wherever appropriate and remain alert to occasions when the Council could directly
affect matters.

•

Encourage Youth festival with Twin towns
Investigate in partnership with Lewes Twinning Association and its counterparts, and the Councils of the
twin towns.

•

Possible establishment of a Lewes Arts Council
Investigate arts and event promotion; seek support for principle and potential to form a lead body.

•

Public water fountains (drinking water)
Sustainability Goals Working Party is asked to seek three locations.

Some of these have been put into effect already; some have been affected by the Covid-19 pandemic, and
others remain as future prospects.
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TOWN CLERK
JOB DESCRIPTION
Post: Town Clerk
Responsible to: Council
Job purpose
To head the Council’s paid service and be the Council’s principal adviser; to manage the Council’s services;
resources and staff; to advise upon and administer all aspects of the Council’s work; to promote the role of
the Town Council in securing good and effective governance for the town
The Town Clerk will be the Proper Officer of the Council and as such is under a statutory duty to carry out all
the functions required by law of a local council’s Proper Officer.
The Town Clerk will be responsible for ensuring that the instructions of the Council in connection with its
functions as a Local Council are carried out. The Clerk is expected to advise the Council on, and assist in the
formation of, overall policies to be followed in respect of the Council’s activities and in particular to produce
all the information required for making effective decisions and to implement constructively all decisions. The
person appointed will be accountable to the Council for the effective management of all its resources and
will report to it as and when required
Key relationships/functional links
Internal: Town Council staff. and elected Councillors.
External: Service providers, external bodies, contractors, community groups/organisations, charities, local
government associations and other public bodies (police, fire etc), the community/general public, military
organisations and associations, VIP civic dignitaries, training organisations and any other organisation to
enable delivery of the council’s services and functions.
Duties and responsibilities
1.

Main Responsibilities/Accountabilities/Key Result areas:
1.1. To head the Council’s paid service and be the Council’s principal adviser; to manage the 		
Council’s services; resources and staff; to advise upon and administer all aspects of the Council’s 		
work.
1.2. To achieve and maintain the qualification necessary for the council’s eligibility for the General Power
of Competence (as provided in the Localism Act 2011 ss1-8 and prescribed in Article 2 paragraph 2 of
The Parish Councils (General Power of Competence) (Prescribed Conditions) Order 2012 (SI2012/965).
1.3. To proactively manage the expedient completion of tasks, projects, and activities.
1.4. To provide and/or source relevant and regular continuing professional development and 			
appropriate training for staff and Members.
1.5. To act as the Council’s representative, proactively ensuring effective and inclusive development 		
and dissemination of regular communications, using up-to-date and inclusive means.
1.6. To oversee and address the Council’s ceremonial and civic functions and historic obligations

2.

Visioning, Business Planning and Project Management
2.1. To organise and co-ordinate a visioning exercise with members at the start of each term, to 		
produce an outline visioning statement with overall objectives for the Council and aspirations 		
for the term.
2.2. To prepare and implement an annual business plan with outline budgets based on a four-year 		
plan covering each overall visioning objective or priority identified by Council.
2.3. To align staff activity to the delivery of the Council’s plans.

12

3.

Staff Management Functions
3.1. To carry out regular staff appraisals to identify individual staff development and training 			
needs and to ensure job performance accords with the requirements of the post; this should 		
include standard good practice, including staff feedback and comprehensive record-keeping
3.2. To identify and establish with each member of staff a personal development plan to enable 		
them to develop their contribution
3.3. To monitor the effectiveness of training and other staff development activity, including 			
feedback by attendees, reporting as appropriate
3.4. To set and maintain professional standards throughout the staff team acting when necessary to 		
uphold these standards within the Council’s equality, diversity and inclusivity policy
3.5. To manage attendance, sickness, annual leave, time off in lieu etc within established policies
3.6. To monitor and advise on any changes to employment law or national agreements.

4.

Financial responsibilities
4.1. To monitor the Responsible Financial Officer (s151 Local Government Act 1972) and oversee 		
this function
4.2. To review income generated from Council properties and service activities.
4.3. To lead the Council’s procurement for external contracts ensuring proper procedures for 			
tendering, and assessment of risk and value for money.

5.

General responsibilities
5.1. To advise members of the options available on matters raised at meetings, upon which 			
decisions are required
5.2. To keep under continuous review the legal framework within which the council operates 			
advising members of changes or proposed changes to law or public policy which may affect 		
the Council.
5.3. To ensure that all meetings are called within the legally required timescales and in the proper 		
manner and that all agendas are properly presented
5.4. To advise the Council on points of procedure to ensure that business is conducted in a lawful 		
manner and legally competent decisions are made and recorded
5.5. To research and present available options to members on any matter before them and verify 		
third-party reports, so far as practical, to facilitate lawful and reasonable decision-making.
5.6. To minute, or arrange for minutes to be made, of all formal meetings of council or its 			
committees to ensure that resolutions are accurately recorded, with sufficient detail of 			
discussion to show proper consideration of all relevant matters.
5.7. To act as principal conduit of communication for the Council.
5.8. To monitor the effectiveness of procedures and policies and advise Council when reviews or 		
updates are appropriate, and to advise of options available.
5.9. To manage the Council’s properties and buildings, ensuring that the Council’s obligations 			
for risk management are properly discharged and that the Council complies with health and 		
safety legislation
5.10.To arrange for contractor performance to be adequately monitored and for appropriate reports 		
to be brought to Council
5.11.To carry out the sealing of documents when necessary.

6.

Other Information
6.1. The post holder may be required to work unsocial hours including evenings and weekends
6.2. The post holder will be required to comply with the Council’s policies and procedures, and to 		
undertake training as required.
6.3. All employees must be able to commit to Lewes Town Council’s equality and diversity policy 		
and values, treating colleagues and customers with dignity and respect.

This document describes in general terms the duties and responsibilities of the post at the time it was drafted.
This is not to be taken as exhaustive nor exclusive, and duties may be varied at any time, in consultation with
the postholder, to meet the needs of the service. Such variations are a common occurrence and cannot, of
themselves, justify reconsideration of the grading of the post.
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TOWN CLERK
PERSON SPECIFICATION

Competence

Level Required

Demonstrated by

1

Team
management
and Leadership

Able to lead, direct and motivate a
team, to effectively build teams and
encourage collaborative working
between team members, councillors
and other stakeholders.

At least two years in a senior
management position, involving
direct management of a team of
employees and direct accountability
to eg Councillors or a management
board

2

Communication
skills

Previous experience in a post
demanding application of these
skills, and involvement in marketing
facilities/or services and in external
relations

3

Administrative
and
Organisational
skills
Experience and
knowledge
of Local
Government

A high level of written, reporting,
and presentational skills; excellent
interpersonal skills; understanding of
marketing and publicity; experience
of conducting public consultation
exercises, and of pro-active
communication with local press and
other media
Understanding of effective
business administration to create
organisational effectiveness
A good understanding of Local
Government’s structure, functions,
responsibilities and procedures

Previous experience of working
with and advising local authority
Committees and elected members
(or equivalent); demonstrable
understanding of the legal
requirements affecting local
authorities
Previous responsibility for a major
budget (>£0.5m); demonstrable
understanding of issues of probity
and sound financial management
applying in the public sector
Record of achievement on running
and developing services directly or
through contractors; familiarity with
concepts of business and service
planning
Previous experiencing of specifying
and monitoring services to be
provided by others

4

5

Financial
Management

Competent in management of a
significant budget; understanding
of budget control, and of financial
analysis and process

6

Service Delivery

Able to apply key principles of
effective service provision, customer
care, service planning etc

7

Managing
Contractors

Ability to secure effective running
and/or maintenance of Council
facilities by contractors, voluntary
groups etc
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Previous success in establishing
and managing new or changed
organisational structures

8

Policy and
strategic
management

Policy analysis skills and the ability to
address and resolve complex issues

Evidence of giving advice on policy
issues, and of recommending
strategy on difficult/complex issues

9

Legal knowledge Understanding of legal
and skills
responsibilities and sufficient general
understanding of the law to be able
to procure effective legal advice
and support. Hold or achieve within
2yrs a qualification necessary for the
council’s continued eligibility for the
General Power of Competence

Previous experience of rolespecific legal responsibilities and of
procuring legal support.
Hold or undertake to achieve
qualification as prescribed in The
Parish Councils (General Power
of Competence) (Prescribed
Conditions) Order 2012
(SI2012/965

10

Information &
Non-technical understanding of the
Communications use and application of ICT
Technology

Evidence of the use of ICT to meet
practical needs and improve
effectiveness in a business setting

11

Political
Sensitivity

12

Operational

Able to demonstrate or articulate
the key practical requirements
for operating in a political
environment
Acceptance at time of appointment
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Personal
qualities

Able to gain and retain the
confidence of Councillors, local
community representatives, outside
organisations
Able to attend evening and weekend
events, and play a part in ceremonial
and related activities
Approachable and responsive with
staff and members of the public
Able to secure good relationships
with Councillors and other
stakeholders
Able to work effectively under
pressure. Self-reliant, open, and
honest.
Practical with common sense
approach to problem solving.
Trustworthy with confidential
information. Capable of
anticipating problems and showing
initiative to solve them.
Receptive to change and new ideas.
Methodical and thorough approach.
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Previous experience in a post
demanding application of these
skills; involvement in services and/or
in external relations
Demonstrated at interview.
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EQUAL OPPORTUNITIES STATEMENT
Lewes Town Council is committed to being an equal opportunities employer. Please see our Equal
Opportunities Statement on our website: lewes-tc.gov.uk/your-council/policy-statements/equalopportunies-in-employment/

APPLICATION AND RECRUITMENT PROCESS
HOW TO APPLY
We are conducting this recruitment electronically, and ask you to apply using our application form,
available at https://lewes-tc.gov.uk/your-council/public-notices/job-vacancies/ where you will also find
an example of the Contract of employment and other details.
If you wish, you may submit your Curriculum Vitae in addition.
Please:
•
•
•
•
•

download the form and save it to your computer with a file name that identifies it as yours.
complete the application.
keep a copy for your own records
return it by email to townclerk@lewes-tc.gov.uk (accompanied by your CV if you wish)
let us know of any adaptations you may require to the interview process to accommodate any
disability.

We will acknowledge receipt of applications.
Please see the programme timetable on the next page for key dates.
If you would like more information or an informal chat to learn more about the Council or the job
before deciding whether to apply, feel free to contact (during office hours only please) either
Steve Brigden, Town Clerk townclerk@lewes-tc.gov.uk telephone 07917 890 949, or
Cllr John Lamb, Mayor of Lewes 2019-21 cllr.lamb@lewes-tc.gov.uk telephone 07877 972 375.
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SELECTION PROCESS & TIMETABLE
All applications will be acknowledged and considered by the selection panel. Shortlisted candidates
will be invited to participate in an on-line CREDO personality profiling and interview on one of a
choice two days (10 or 14 May). A final shortlist will offer a further interview on 21 May. Panel
interviews will last for around 1 ½ hours and will include a presentation to be prepared and submitted
beforehand.
Activity

Date

Closing date

30 March 2021

Shortlisted Applicants advised of outcome

26 April 2021

Shortlisted Applicants provided with CREDO online

26 April 2021

CREDO submitted by:

29 April 2021

Interviews

Choice of 10 or 14 May 2021

Final shortlist advised

15 May 2021

Final Interviews

21 May 2021

We are closely monitoring the impact of COVID-19. We appreciate this is a fluid situation and will
be adapting our recruitment processes accordingly whilst ensuring a fair and transparent experience.
We are hoping that face-to-face interviews will be possible, however, this will be replaced by video
interviews should this be necessary.
If you have an accessibility need and/or require reasonable adjustments to the interview process,
please contact us to discuss it further and/or state this within your email covering your application.
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