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	Application for Employment

	
	Post applied for
	
	

	
	You should return your completed application to:
	Portia M. Borrett

Email: portia.borrett@acnuk.org
Head of HR & Office Manager

Aid to the Church in Need (UK)

12-14 Benhill Avenue
Sutton, Surrey

SM1 4DA


	Personal details

	Please circle the title by which you wish to be known
	Miss / Mrs / Ms / Mr or Other:
	
	

	Surname
	
	First name(s)
	

	Address
	
	Telephone Home
	

	
	
	Telephone Work
	

	
	
	Telephone Mobile
	

	Postcode
	
	Email
	

	*To insert cross electronically, double click on a box and select “checked”

	May we contact you at work? 
	Yes  FORMCHECKBOX 
 *
	No  FORMCHECKBOX 


	National Insurance Number
	
	

	If offered this post, when could you take up employment?
	

	Disability: Do you need special equipment / facilities to attend interview?
	Yes  FORMCHECKBOX 
 
	No  FORMCHECKBOX 
 

	How did you hear of this vacancy?
	Newspaper  FORMCHECKBOX 
 (if so, which one?)
	

	Our website   FORMCHECKBOX 

	Other  FORMCHECKBOX 
 (please state)


	Secondary schools attended and qualifications * date field optional

	School (name and location):
	* From:
	* To:
	Subject & qualification 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	College / University attended, qualifications and / or membership of professional organisations * date field optional

	College / University:
	* From:
	* To:
	Subject & qualification / membership 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Where necessary please continue on a separate sheet.
Please ensure your name and post you are applying for are included on each additional sheet used.
	Professional Development; courses attended (professional, administrative and / or secretarial) * date field optional

	Course (title & name of body or organisation):
	* From:
	* To:
	Subject & qualification 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Work experience, starting with most recent (or attach a copy of your CV) * date field optional

	Employer’s name & address
	Position Held & Responsibilities, please indicate most recent salary
	* From
	* To

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Sickness record

	Please state how many days sickness absence you have taken within the past 12 months, indicating the length of each separate period of absence, the reasons for absence and the month the absence occurred in. Information supplied will be confirmed with your current/most recent employer when calling for a reference. 


	

	

	


	Interests (both professional and leisure)

	

	

	

	

	


Where necessary please continue any on a separate sheet.
Please ensure your name and post you are applying for are included on each additional sheet used.

	Personal Statement

	ALL APPLICANTS MUST COMPLETE THIS SECTION. WE NEED AS MUCH RELEVANT INFORMATION ABOUT YOU AS POSSIBLE TO ASSESS YOUR ABILITIES AND TO DECIDE WHETHER OR NOT TO INVITE YOU FOR INTERVIEW.

Please ensure that you address the job description, making sure you tell us about your professional and technical skills. You should make full use of this section attaching additional sheets if necessary.

Please be sure to include:
(i) The reason why you are applying for this post

(ii) Details of any relevant experience gained whether at work or in a voluntary capacity or elsewhere

(iii) Any facts about yourself not already mentioned that you consider relevant

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Where necessary please continue on a separate sheet.
Please ensure your name and post you are applying for are included on each additional sheet used.

	Referees

	It is our policy to take up two employment references where possible. We would wish to know the name of your manager in your current and/or most recent employment. In the case of persons recently leaving school/college/university we will take up references with the establishment most recently attended. You should not use friends or relatives as referees. 

	Name of 
Referee
	
	Name of 
Referee
	

	Occupation
	
	Occupation
	

	Relationship
	
	Relationship
	

	Organisation
	
	Organisation
	

	Address
	
	Address
	

	
	
	
	

	
	
	
	

	Postcode
	
	Postcode
	

	Telephone
	
	Telephone
	

	Email
	
	Email
	

	Are you willing for your referees to be contacted prior to interview?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	Declaration

	I confirm that the information provided is, to the best of my knowledge, true and complete; I understand that providing false or misleading information will disqualify me from appointment or, if appointed, could lead to dismissal without notice.  

In accordance with the Data Protection Act 1998 the information provided on this form and in the accompanying papers will be used to assess my suitability for the post and, if employed, this information will form the basis of my employee personnel file. I understand that the information provided on this form may be entered onto a computerised database.

Signed *
Date

(type name if submitting electronically)

· If you are submitting this form electronically then you should note that in the absence of this signature, the emailing of this application constitutes your personal certification that the details are correct.
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