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Application for Employment                 [image: ]


Please complete this form in black ink or typescript.  The downloaded version can be completed on a computer.  All information will be treated in confidence.

[bookmark: _GoBack]Return the form by post to: Alex Visser, Age UK Medway, The Admiral’s Offices, Chatham Historic Dockyard, Chatham, Kent, ME4 4TZ or email alexvisser@ageukmedway.org.uk  

Receipt of this form will be acknowledged only if sent to us with postage fully covered. If you have not been contacted within 6 weeks of the vacancy closing date, please assume your application has not been successful. 

	Position applied for:
	

	Please state how this vacancy came to your notice. 
If an advertisement, please state which publication.
	




1. Personal Details

	Surname
	

	First Name 
	

	Home address


	

	Postcode
	

	E-mail address
	

	Home telephone no.
	

	Work telephone number
	

	Mobile number
	

	National Insurance number
	

	Do you have the right to work in the UK without restrictions? 
	Yes* 
	No*

	If the answer is no please give details.
	


	Do you hold a full valid driving licence?
	Yes*
	No*

	Do you own a car and have daily access to it?
	Yes*
	No*



*(Please delete as appropriate)
2. Present or Most Recent Employment from Leaving 
Full Time Education Including Gaps
(Please continue on a separate sheet if necessary)

	Employer’s Name and Address



	

	Job Title
	

	Date appointed
	

	Current grade / salary
	

	Notice required / date of leaving
	

	Brief outline of duties 

	







	Date/Reason(s) for leaving
	





3. Previous Employment
(Please continue on a separate sheet if necessary)

	Employer’s Name and Address



	

	Job Title
	

	Date appointed
	

	Grade / salary
	

	Date of leaving
	

	Brief outline of duties 
	







	Date/Reason(s) for leaving
	




Previous Employment Continued
(Please continue on a separate sheet if necessary)

	Employer’s Name and Address



	

	Job Title
	

	Date appointed
	

	Grade / salary
	

	Date of leaving
	

	Brief outline of duties 

	







	Reason(s) for leaving
	





4. Education and Training
(Please continue on a separate sheet if necessary)

	
School(s) & College(s)
	
Qualifications Obtained
	
Grade
	
Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





5. Experience and Abilities

Using the Job Description and Person Specification please match your own experiences and abilities to those outlined below. 

Please feel free to expand the reply box or use a separate sheet if you wish to give us further information.

	













































6. Additional Information in Support of your Application

This is your opportunity to tell us how your experience and abilities make you a suitable candidate for this post.  Please refer to the job description and the person specification, taking into account the essential and desirable criteria, and use this space to provide any other information you wish us to consider, which has not already been provided elsewhere.  This could include relevant experience and abilities gained during gaps in paid employment, for instance, through voluntary work and/or community activities.     
  
You may continue on a separate sheet if necessary.  

	






















7. Interests

Please give details of any interests you have and activities you enjoy.




























8. Disability

It is our standard practice to ask all short-listed candidates whether there are any special access requirements we need to take into account during the next stage of the recruitment process.  If you need to receive or submit any recruitment information in alternative format (e.g., large print, or on disk/CD), please give details below.



















9. References

Please give details of at least two people whom we may approach for references.  These should be from your current employer, and all other employers you have had during the past two years*.   If you are not in employment, your referees should be your most recent employer and/or tutors or other senior persons from your school, college or university.  If any of your referees knew you by a different name, please give details.  

*Note:     If necessary, please use a separate sheet to provide details of these referees.  


	Name
	

	Job title
	

	Address

	

	Telephone 
	

	E-mail address/fax number
	

	May we contact this person before interview?
*Delete as appropriate
	Yes*
	No*





	Name
	

	Job title
	

	Address

	

	Telephone 
	

	E-mail address/fax number
	

	May we contact this person before interview?
*Delete as appropriate
	       Yes*
	No*






10. Relationships

To your knowledge, are you related to any of our employee(s) or member(s) of the Board of Directors / Trustees?   (*Delete as appropriate)

Yes*					No*	

If yes, please give details: 





12. General Data Protection Regulation

I consent to Age UK Medway using and keeping information I have provided on this application and elsewhere as part of the recruiting process and/or personal information supplied by third parties such as referees, relating to my application or future employment. I understand that the information provided will be used to make a decision regarding my suitability for employment and if successful the information will be used to form my personnel record and will be retained for the duration of my employment. If I am not successful, I understand that Age UK Medway will retain the form for as long as deemed necessary and that they may use it to contact me in the event of there being any other vacancies for which I may be suitable.

Signature - I certify that to the best of my knowledge, the information given on this form is correct.  I understand that my application may be rejected or that I may be dismissed for withholding relevant details or giving false information. I also understand that the information I have provided may be subject to checking.

Signature:                                                                                    


Date: 

Please ensure that you complete this form fully.  Do not submit your CV as they will not be taken in to account.

Please turn over for the final part of the application.










Rehabilitation of Offenders Act 1974

If you have any criminal convictions etc, which are not spent, these must be disclosed.

If you are applying for a job which involves access to under 18s, over 65s, or vulnerable people of any age, the provisions regarding non-disclosure of spent convictions do not apply, and details of any criminal offence, caution or bind-over order must be disclosed.

Have you any criminal convictions, police cautions or bind-over orders?

					YES / NO

If the answer is “no”, please sign and date declaration A below, and return this form with your application.

If the answer is “yes”, please complete, sign and date declaration B below and return this form with your application, accompanied by a sealed envelope containing details of the convictions or cautions and showing the date of each offence, the nature of each offence and the outcome. You should write your name and the position you are applying for on the outside of the sealed envelope. If you are not selected for this post, the details will be returned to you.

You should note that providing false information to obtain employment is a criminal offence.


A	I declare that I have no criminal convictions, cautions or bind-over orders to disclose


	Name:………………………………………………………………………..


	Signed:………………………………………………Date:…………………


B	I declare that I do have criminal convictions, cautions or bind-over orders to disclose, and that I have included details of these with my application


	Name:………………………………………………………………………..

	
	Signed:………………………………………………Date:…………………

By completing this application form you agree to Age UK Medway holding the information you provide in relation to your application for employment/volunteering, in line with General Data Protection Regulations and any other relevant legislation regarding employment, financial transactions etc.
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