



PART A       

1.  RELEVANT SKILLS, KNOWLEDGE AND EXPERIENCE 

In this section, you are asked to outline how your skills, knowledge and experience meet the requirements of this role as described in the person specification.  You should draw on your experiences from your current or pervious roles or from other relevant situations, such as activities outside work.

2.   Please tell us briefly why you want this post. 
3.  CAREER HISTORY

Please give details of all jobs held including part time and unpaid work, starting with your current or most recent employer.
	Employer (name and full address)
	Dates employed
	Jobs held, main tasks and key achievements 
	Reason for leaving

	
	
	
	


4.  EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS 

Please name any institute or professional body in full and include attainment level. 


5.  OTHER EXPERIENCE 

Include any courses, membership, voluntary work or responsibilities you consider relevant.

6.  ADDITIONAL INFORMATION

Do you have your own transport?  





Yes / No


Do you have a current, clean, driving licence (full)?



Yes / No


How long have you held your licence?
What type is your licence                                                              Full/ Automatic only    
PART B                               

6.  PERSONAL DETAILS

Name:

Address: 

Postcode:

Email address: 

Telephone – Home: 

 
Work: 



Mobile:  

Preferred method of contact (if any): 

7. GENERAL 

Would you need any special requirements if invited for interview?  If so, please state here: 


Please provide two references, one of which should preferably be your current / most recent employer: 

Name: 






Name:

Address: 






Address: 

Tel: 







Tel: 

Email: 






Email: 

Occupation: 






Occupation: 

Position and Relationship 




Position and Relationship 
to you. 






to you. 

Are there any restrictions to your residence in the UK which 

Yes 

No

might affect your right to take up employment in the UK?

If yes, please provide details below: 


If you are successful in your application, would you require a 
Yes 

No

work permit prior to taking up employment?

8.   Data Protection Statement

The information you provide on this form and that obtained from other relevant sources will be used to process your application for employment.  The personal information you give us will also be used in a confidential manner to help us monitor our recruitment procedure. 

If you succeed in your application and take up employment with us, the information will be used in the administration of your employment with us and to provide you with information about us or third party via your payslip.  We may also use the information if there is a complaint or legal challenge relevant to this recruitment process. 

We may check the information collected, with third parties or with other information held by us.  We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds, or in other ways as permitted by law.

By signing the application we will be assuming that you agree to the processing of sensitive personal data (as described above), in accordance with our registration with the Data Protection Commissioner. 

9.  Convictions (Rehabilitation of Offenders Act 1974)

In order to protect certain vulnerable groups within society, there are a number of posts and professions that are exempt from the provisions of the Rehabilitation of Offenders Act 1974. These include posts where, in the normal course of their duties, successful applicants will have access to children and young people. The post you have applied for falls within the above category, and is therefore exempt from the provisions of the Rehabilitation of Offenders Act by virtue of the Rehabilitation of Offenders Act (Exceptions Order) 1975.

Applicants are, therefore not entitled to withhold information about convictions which for other purposes are 'Spent' under the provisions of the act and in the event of employment, any failure to disclose such convictions could result in dismissal or disciplinary action by the employing organisation. Any information given will be confidential and will be considered only in relation to posts to which the order applies.

Have you at any time received or had pending a court conviction?     Yes / No

Please provide full details of the offence(s), conviction(s) and caution(s) and return them in a sealed, stamped addressed envelope along with your application.  If you are not selected for this post, the envelope will be returned to you unopened.

10.  Health

Is there anything relating to your health we should be aware of that may affect your ability or suitability to do this work?                    Yes                  No
If yes please give details:

How many days have you been absent in the last two years due to sickness (or in your last year of employment if you have not been employed in the last two years) Please give details of the reasons for absences of more than five days:

11.  Declaration 

I declare that the information I have given in this application is accurate and true.  I understand that providing misleading or false information will disqualify me from appointment, or, if appointed, may result in my dismissal. 

Signature:  







Date:  
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Guidance Notes





Our intention is to select the best candidate for jobs irrespective of race, disability, sexual orientation, religion or belief or age.  This application form has been designed in three parts to ensure our recruitment process is as objective and fair as possible. 





This application form asks you for to provide information about your skills, knowledge, experience, and qualifications relevant to the job you are applying for.  When completing this form, you should refer to the person specification, which details the requirements for the job. 





Part A is the only part of this form that will be considered by those selecting candidates for interview.   CV’s are not used in our recruitment process, as they are not necessarily tailored to the requirements of individual posts.





Part B of the application form will be detached from your application.   The information you provide will only be used for administrative purposes.  If you have a disability this may be discussed with you at interview to see whether any reasonable adjustments could be provided to help you perform the job effectively, the information you provide is primarily so we can make any arrangements necessary if you are selected for interview. 





Part C covers Equal Opportunities Monitoring and is kept separate from the Application Form.  The information you provide will be used solely for monitoring purposes to ensure our recruitment system does not discriminate against any section of society. 





No application forms will be considered until after the closing date for applications has passed.





Once completed please email the application form back to: recruitment@mk-act.org
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Job Title:





For internal use only 


Candidate Number:  





 


 





Please continue on a separate sheet if necessary.
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