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	For internal use only
	Candidate Ref No.  




	SCVO Application Form – Vacancy Details

	Post Applied for
	     


	Where did you hear about the vacancy?
	     


	Full Name
	     

	Address
	     
     

	Contact Tel No.
	     

	E-mail address
	     


	Work Permits

	Are there any restrictions to your residence in the UK that might affect your right to take up employment in the UK?              Yes       FORMCHECKBOX 
                          No    FORMCHECKBOX 



	Rehabilitation of Offenders Act

	Do you have any unspent criminal convictions? (declaration subject to the Rehabilitation of Offenders Act 1974)                    Yes   FORMCHECKBOX 
                             No     FORMCHECKBOX 


	Answer this question only if you are applying for a role that will involve working with Vulnerable Adults. Have you ever been convicted of a criminal offence? (Declaration subject to the Rehabilitation of Offenders Act 1974).    Yes   FORMCHECKBOX 
                  No   FORMCHECKBOX 

                               


	SCVO will consider all requests for flexible working, part-time working of job sharing, both from external applicants and current members of staff. Please state below the hours you are available to work.

	     


	All candidates with a disability meeting the essential criteria for this post will be interviewed. Is there any disability or condition which you would wish us to be aware of?

If so, please give details.

	     


	Declaration


I declare that the information I have provided on this form is accurate and truthful.

Signature 
     ……………………………………………………………………………………

Date

     ……………………………………………………………………………………

THIS PAGE HAS BEEN INTENTIONALLY LEFT BLANK – PLEASE INCLUDE THIS PAGE IN YOUR COMPLETED APPLICATION – THIS IS TO ALLOW US TO SEPARATE THE PERSONAL INFORMATION IN SECTION ONE FROM THE MAIN PART OF THE APPLICATION
 Employment History
	Current or most recent employment



	Name of Employer
	     

	Address of Employer
	     

	Position Held
	     

	Dates of employment
	     

	Salary
	     

	Notice Period
	     


	Please give information about your current or most recent post – describe in particular your duties and achievements relating to the job description and person specification. Please use a continuation page if required.

	     



	Employment History (continued)
Please list your employment history starting with the most recent. Describe briefly your responsibilities and achievements in each post. Please use a continuation page if required.

	Employer

Name and Address
	Position
	Dates of Employment
	Responsibilities/Achievements

 & Reason for leaving

	     
	     
	     
	     


Personal Statement
	Use this section to explain how you meet the person specification criteria for this role including:

· your previous experience (including any voluntary work, projects undertaken, study and membership of organisations ) 
· your personal qualities 
· why you want this job

Please refer to the person specification in the job description to help you complete this section

	     


Education & details of your referees (work and academic)
	Education

Please list all your qualifications starting with the most recent first.

	Institution or Body awarding qualifications
	Qualification obtained
	Dates

	     
	     
	     


	Referees

Please provide the contact details of 2 referees. Referee 1 should be your line manager from your most recent employment

	
	Referee 1
	Referee 2

	Name
	     
	     

	Position
	     
	     

	Organisation
	     
	     

	Address
	     
	     

	Telephone No.
	     
	     

	E-mail address
	     
	     

	May we request a reference prior to interview?
	YES  FORMCHECKBOX 
        NO  FORMCHECKBOX 

	YES      FORMCHECKBOX 
  NO  FORMCHECKBOX 



This application form has been designed to ensure our short listing panel only receive information relevant to the job that is being applied for. The Personal Information section will be removed prior to the short listing process. If you have any queries about the SCVO Recruitment and Selection procedure or if you have difficulty completing this form, please contact the SCVO HR Department on 0131 474 8004.
Please return your completed application before 12 noon on the closing date. Late applications will not be accepted. All applications must be made using the SCVO application form. We recommend that you keep a copy of your application.

SCVO will contact you if you have been shortlisted for an interview. We will endeavour to contact unsuccessful applicants, however sometimes this is not possible. If you do not hear from us within a few weeks of the closing date please assume that you have not been shortlisted.  Return your form to: recruitment@scvo.org.uk or Recruitment Team, SCVO, Mansfield Traquair Centre, 15 Mansfield Place, Edinburgh, EH3 6BB
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