[Company name]
JOB APPLICATION FORM

This completed application form will contain all the information we will know about you as a candidate.  It is therefore vital that you give as much relevant information as possible.  

Please complete this form and return to: [Address]
	Job applied for
	[Job title]

	Employment type
	[Employed/Self-employed/Contract]

	Grade
	[Pay/Salary point]

	Closing date for application
	[Date]


1. PERSONAL DETAILS

	First name
	
	Surname
	

	Permanent home address
	

	
	Post Code
	

	Home telephone no.
	

	Mobile telephone no.
	

	Email address
	

	Are you aged over 18 and under 65 years?                      YES/NO (delete as appropriate)

	Do you require a work permit?                                          YES/NO (delete as appropriate)
(If yes, you will be required to provide details)

	Do you have a criminal conviction including those considered spent, if so please give details

	


2. CURRENT OR MOST RECENT JOB
	Employer’s name
	
	

	Address
	
	

	Start date (& end date)
	
	

	Position Held
	
	

	When would you be available to start work
	
	

	If you do not work please state why
	
	

	Students please state your future plans
	
	

	


3. CURRENT WORK DESCRIPTION
	Please give a description of the duties involved in the current or most recent job you have listed in Section 2.  Do not attach a job description instead of this information. 

	


4. PREVIOUS APPOINTMENTS

	Please list all previous appointments starting with the most recent appointment prior to those detailed in Section 2.  This should also include voluntary and temporary work.  



	Dates employed

to/from
	Name and address of Employer
	Position held

Nature of work
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Please use additional sheets if necessary

	


5.
DETAILS OF REFEREES
	Please give the names and addresses of two referees.  The referees should be/have been in a position of responsibility.  If you are unable to provide this please give details of someone who knows you in other than a personal capacity and who is prepared to provide a reference for you.  They must not be related to you, or a friend.  If school/college leaver please give details of head teacher/tutor.

Referee 1


	Name
	
	

	Organisation Name
	
	

	Position Held
	
	

	Organisation Address
	
	

	
	Post Code  
	
	

	Telephone No.
	
	Email
	
	

	Connection with applicant
	
	

	May we contact this person before interview?
	YES/NO (delete as appropriate)
	

	If you were known by another name when employed please specify
	
	

	

	Dates of employment (if applicable)
	From
	
	To
	
	

	Referee 2



	Name
	
	

	Organisation Name
	
	

	Position Held
	
	

	Organisation Address
	
	

	
	Post Code  
	
	

	Telephone No.
	
	Email
	
	

	Connection with applicant
	
	

	May we contact this person before interview?
	YES/NO (delete as appropriate)
	

	If you were known by another name when employed please specify
	
	

	

	Dates of employment (if applicable)
	From
	
	To
	
	


6.     DETAILS OF EDUCATION

	Please list all schools/colleges you have attended (excluding primary education)



	Name of school/college/university
	Dates attended

To/from
	Qualification/level/skills gained and date of qualification etc

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	You may be required to provide evidence of any academic qualifications stated


7.
TRAINING

	Please give details of training undertaken or courses attended (e.g. relevant specialist training, in-house training etc)



	Title and description of training or course
	Dates of training or course

	
	

	
	

	
	

	
	

	
	


8. SUPPORTING STATEMENT

	Drawing upon your experience, skills, abilities and qualifications explain why you think you are the best candidate for the job.  Please ensure that you cover as many of the items on the job description as possible. 

	Please continue to next page if necessary


10.  
IMPORTANT INFORMATION  

	Declaration

I declare that the information that I have provided is true and accurate, and in particular that I have not omitted any material facts which may have a bearing on my application.  I understand that the offer of   work is conditional on the provision by me of true and accurate information and on the basis that there are no material omissions.  I accept that if there is untrue or inaccurate information in or there are material omissions from my application [Company] shall be entitled to unilaterally withdraw any offer made to me. [Company] will be entitled to terminate my contract without notice if there is untrue or inaccurate information or there are material omissions from my application.
I give my consent to [Company] making such reasonable enquiries as it sees fit in respect of the information and details given in this application. 
[YOU MAY WISH TO REMOVE>>] To electronically sign this application, simply type your name in capital letters with your DoB next to it and send via the email address you stated in section 1 above.

	Signature
	
	Date
	


1

