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	APPLICATION FORM – PART B

	Vacancy Details


	Job Title:
	

	Job reference number (please refer to job advertisement)
	


Section 3:

	SUPPORTING INFORMATION


	EMPLOYMENT HISTORY


This gives Recruiting Managers an understanding of the roles you have undertaken and the length of time you spent in the roles. It is therefore essential that all information is completed.

	Employment Experience

	Name of current/most recent employer:
	

	Job Title:
	

	Address:


	

	Postcode:
	

	Salary and benefits:
	

	Date from (dd/mm/yyyy):
	

	Date to (dd/mm/yyyy) 

(if applicable):
	

	Period of notice required 

(if applicable):
	

	Reason for leaving:
	

	Please provide brief details of duties and responsibilities:


	


Please list all other jobs held, starting with the most recent, including any previous or current employment with this authority (whether directly or through an employment agency). There should be no gaps in your employment and education history. 

	Previous Employment Experience

	Name of previous employers
	Job Title
	Address
	Date from (dd/mm/yyyy)
	Date to (dd/mm/yyyy)
	Reason for leaving
	Provide brief details  of your duties

	
	
	
	
	
	
	


If there are any periods of time that have not been accounted for, for instance, periods of travel, or caring for others please give details of them here with dates. The information provided must provide a complete chronology from the age of 16; please ensure that there are no gaps in the history of your employment and other experience.  
	

	


	EDUCATION AND TRAINING


Apart from giving details of formal education and qualifications, mention any short/non-qualification courses that you may have attended to improve your knowledge and skills, please ensure that they are relevant to the job you are applying for. Successful applicants will be required to provide proof of qualifications.

	EDUCATION

	Qualifications
	Grade
	Where Obtained
	When Obtained

	
	
	
	


	MEMBERSHIP OF PROFESSIONAL BODIES

	Professional Body
	Level & method of Membership
	Membership Number
	Date of Membership

	
	
	
	


RECES999999
	TRAINING / DEVELOPMENT

	Subject
	Provider
	Date Attended

	
	
	


	SUPPORTING INFORMATION


	Skills, Knowledge and Experience

	This section of the application form is very important, as this is where you demonstrate your suitability for the job. You will need to read the advertisement and the required skills below to get a clear view of what the job involves. 
Make sure that you tell us how you match the requirements of the job, giving examples of any relevant ability, experience and qualifications. This may be from your current or previous job, from community or voluntary work, or from skills transferable from other life experience, particularly if you have been out of paid employment for some time. 
For example, you may have considerable domestic responsibilities, or may organise social or community activities in your spare time. 

We will use this information to shortlist suitable candidates to invite to interview. 
· Ensure that the information you provide is well organised and relevant.

· It should show to what extent you have gained the skills and experience necessary for the post.

· Give specific examples of the work you have been involved in, how you went about it and the outcome. 

· Always remember to specify your responsibilities rather than those of your section or department.


	Team Working and flexibility

	Please describe the types of teams you have worked with and what you did to contribute and support the delivery of an effective service: 




	Computer Literacy (ICT)

	Please identify any of the following packages that you have experience of:

 FORMCHECKBOX 
  MS Excel      FORMCHECKBOX 
  MS Word      FORMCHECKBOX 
  MS Access    FORMCHECKBOX 
  MS PowerPoint    FORMCHECKBOX 
  MS Outlook Email     

 FORMCHECKBOX 
  MS Outlook Calendar     FORMCHECKBOX 
  Internet 

 FORMCHECKBOX 
  Financial  ordering, receipting and invoicing packages, please specify:

Please add any additional packages or systems used that are not listed, including typing speed if applicable:


	Administration Skills: i.e. administrative support in an office based environment

	Describe the types of activities you have undertaken e.g. documents created; meeting and events organised; minuting meetings; data entry, including quality assurance checks. Please indicate the software used next to the activity.



	Customer Care Skills: i.e. face to face reception and telephone answering

	Describe good customer care and how you have demonstrated these skills. If you have any experience of dealing with difficult customers, explain how you have successfully handled a situation: 



	Financial transaction support

	Please indicate whether you have experience of providing support for ordering, tracking and receipting goods and services and/or checking and payment of invoices. 


	

Disability 

	The Equality Act 2010 protects disabled people – including those with long term health conditions, learning disabilities and ‘so called’ hidden disabilities such as dyslexia.  If you tell us that you have a disability we can make reasonable adjustments to ensure that any selection process including the interview are fair and equitable.

Do you consider yourself to be disabled?                                                       

Yes
☐
No
☐



	REFERENCES


	Please give details of two referees, one of which must be from your current/last employer. If you are not currently working with children but have done so in the past the second referee should be the employer by whom you were most recently employed in with children. If you have not been previously employed please provide a personal reference.  References will not be accepted from relatives, or people who only know you as a friend. If you are a school or college leaver, your Headteacher or Tutor’s name should be given.  In all cases make sure you provide someone who knows your capabilities, can comment on your reliability and is aware of your potential. References are not taken up prior to interview. 


	First referee ( usually current or most recent employer)

	Referee name:
	

	Job title (if applicable):
	

	Organisation:
	

	Address:
	

	Postcode:
	

	Switch Board Telephone number:
	

	Email address:
	

	Relationship to you:
	


	Second referee (usually Previous employer)

	Referee name:
	

	Job title (if applicable):
	


	Organisation:
	

	Address:
	

	Postcode:
	

	Switch Board Telephone number:
	

	Email address:
	

	Relationship to you:
	


