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APPLICATION FOR EMPLOYMENT
Please complete all sections of this form in black ink or type using Font size 11 or larger. 
Applications will only be accepted from candidates that are eligible to live and work in the UK. 

	Post Title
	AHFD Climate Change Adviser
	Closing Date
	Monday 12 August 2019


1. Personal Information

	Surname
	
	First Name
	


	Home Address
Including postcode
	


	Contact Details (If different from above)

	


	Phone/Email details. Please tick the preferred option.

	Home
	
	 FORMCHECKBOX 

	Mobile
	
	 FORMCHECKBOX 


	Business
	
	 FORMCHECKBOX 

	Email
	
	 FORMCHECKBOX 



	National Insurance Number
	


	Nationality at Birth
	
	Present Nationality
	


	Do you have the right to work in the UK? 

	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 



	Do you have any unspent criminal convictions?


	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If Yes please specify:




2. General Information
	AHFD is committed to promoting a culture of equality and diversity. We seek to be an inclusive organisation, where diversity is valued with the ability to recruit and retain a diverse workforce that reflects the local communities it serves.

We endeavour to ensure that all staff members, job applicants and members of the public are treated fairly and with respect irrespective of age, gender, disability, gender reassignment, marriage and civil partnership, race, religion, pregnancy and maternity or sexual orientation – the protected characteristics as outlined in the Equality Act 2010.

	If you have a disability and are invited to sit a test or attend an interview would you like any particular arrangements made? If so please give details below:

	


	Where did you learn about this job? If you learned about the job through a newspaper, website, professional publication or job centre please provide details below.

	


	Are there any dates that you are not available for an interview? If yes, please specify below.

	


	Are you related to any employee or Director of AHFD?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If yes, please provide their name, occupation and the nature of your relationship.

	


3. Educational, technical and professional qualifications
	Subject studied (e.g. Business administration).
	The type of qualification (e.g. GCSE, Standard Grade, Higher, Degree)
	Grade/Mark 

	
	
	


Membership of professional bodies
	Name of the professional body
	Level of membership
	Renewal date

	
	
	

	
	
	


4. Employment History

Please give details of your current and previous employment. Start with your current or most recent employer.   If you have held more than one position with the same employer, please detail each position separately.  Please provide the following information covering the last ten years:

	Employers name, full address and nature of business
	Job Title and duration of employment
	Brief Description of role
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


(Please continue on separate sheet if required)

5.  Competencies 
Please refer to the job description, which lists the competencies considered essential for the post you are applying for and provide one example for each competency. You should give one example per competency with each example being no longer than 250 words, although a limit of 1000 words applies to the ‘Knowledge & Expertise’ section. Draw on your experience from your current or previous roles or from other relevant situations (such as activities outside work). Tell us what you did and the part you played in the activities that you describe. 
For each example you should:

· Briefly describe the situation.

· Outline the action you took.

· Describe the outcomes achieved and the impact.

Core Competencies
	Knowledge & Expertise Referring to the Job Description, please tell us how your knowledge, skills and experience satisfy the criteria listed for this role.


	Delivering Excellent Service Please provide an example that demonstrates your commitment to delivering an excellent, high quality service.


	Reporting Please provide an example of when you have worked within a reporting and monitoring framework.


	Planning and Organising Please provide an example of when you have used your organisational skills to put plans and resources in place.


	Communications Please provide us with an example of an occasion when you have communicated appropriately and clearly.



Management Competencies 
	Achieving Results Please provide an example of when you have achieved results by focusing on the delivery of objectives.


	Leading a Team/Project/Task Please provide an example of successfully leading a Team/Project/Task or developing people. 



6.  Additional Information 
If you have any other skills, experiences or qualifications that you feel are relevant to this post, please list it in the section below as it will be considered as part of your application.  

	


7.  References 
A. Please give details of two employment references, one of which should be your present employer or if not currently employed your most recent employer. 

B. If you have only had one employer then your second reference may be a character reference. 

C. If you have never been employed or if you are still in or have recently left full-time education please provide the name and address of the last school/college/university you attended with the name and contact details of someone who is familiar with your work, conduct etc.  Your second reference should be a character reference. 
* Please indicate if this is an employer, character or academic reference.
	1st Reference  Name
	
	2nd Reference Name
	

	Employer 

Character 

Academic
	
	Employer 

Character 

Academic
	

	Address
	
	Address
	

	Telephone
	
	Telephone
	

	Email
	
	Email
	

	Business/Occupation
	
	Business/Occupation
	


We will request references only if you are the successful candidate

Data Protection Statement
	The information that you provide on this form and that obtained from other relevant sources and enclosures will be used to process your application for employment. The personal information that you give us will be used in a confidential manner to help us monitor our recruitment process.
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 pay slip. We may also use the information if there is a complaint or legal challenge relevant to this recruitment process.


Declaration
By signing this section:

I declare that the information contained in this form and all sections is true and understand that if I am successful in this application, but any statement is subsequently discovered to be false or misleading, AHFD may withdraw any offer of employment or dismiss me from the employment.
I understand that all initial offers of employment are conditional and subject to references and the eligibility to work in the United Kingdom.
If completing electronically then an electronic signature is acceptable for this application and if successful then you will be required to sign again by hand.  

	Signature
	
	Date
	


When completed, please return this form to AHFD
Volunteer Hall, Langtongate, Duns, Berwickshire, TD11 3AF
Thank you for taking the time to apply to AHFD
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