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APPLICATION FORM
(Please complete in black ink or type.)
Please Note:  Parts 1 and 3 of this form will be detached before shortlisting.
Applicants should understand that any mis-statements or omissions will lead to disqualification of application or dismissal if appointed.

Part 1- Finance and Administrative Officer


	Post applied for:
	Finance and Administrative Officer

	
	

	Closing date:
	Friday 21 May 2021 at 5pm



1.  PERSONAL DETAILS:
	Surname:
	

	
	

	Other names:
	

	
	

	Address:
	

	
	

	Postcode:
	

	
	
	
	

	Telephone: Day  
	
	Evening
	[bookmark: Text15]     

	
	
	
	

	Email:
	

	
	

	Do you have a current driving licence?  
	Yes
	[bookmark: Check1]|_|
	No
	[bookmark: Check2]|_|
	Expiry Date:
	[bookmark: Text27]     

	
	

	Details of any endorsements:
	[bookmark: Text16]     


	
	
	
	
	

	Do you have access to a car?   
	Yes
	|_|
	No
	|_|

	
	
	
	
	

	Are there any restrictions on you taking up employment in the UK?
	Yes
	|X|
	No
	|_|

	
	

	If yes, please provide details:
	[bookmark: Text18]     

	
	

	Where did you hear about this vacancy? (Please tick all that apply)

	[bookmark: Check3]|_|
	Fabb’s Website
	[bookmark: Check6]|_|
	Friend or colleague

	[bookmark: Check4]|_|
	Goodmoves
	[bookmark: Check7]|_|
	Social media platform

	[bookmark: Check5]|_|
	SVE
	[bookmark: Check8]|_|
	Other
	[bookmark: Text17]     


Part 2 – Finance and Administrative Officer
2.  Courses & Qualifications
Please list qualifications you have gained and courses you have attended which you feel appropriate to this post, starting with the most recent. Please use a continuation sheet if necessary
	Courses & Qualifications
	School/College/Agency
	Year

	[bookmark: Text1]     
 
	

	



3.  Present or Most Recent Post 
	Name of Employer:
	     

	
	

	Address of Employer:
	     

	
	

	Title of Post Held:
	      

	
	

	Date Appointed:
	
	Notice Required:
	 

	
	
	
	

	Leaving Date:
(if appropriate)
	     
	Rate of Pay:
	

	
	
	
	



Continued on next page


Main duties and responsibilities of present/most recent post:
	


4.  Previous Experience 
This can be paid or unpaid work.  Please show most recent experience first (excluding the employer in Section 3).  Please use a continuation sheet if necessary.
	Name of Employer
	From / To
Month/Year
	Reason for 
Leaving
	Post and Main Duties

	[bookmark: Text4]     























	




	




	



5. Other Employment
Please note any other employment you would continue with if you were to be successful in obtaining this position.
	[bookmark: Text23]     
I 


6.  Computer Skills
Please list the computing skills and packages relevant to this position and with which you are familiar.
	[bookmark: Text24]     


7.  Supporting Statement:
State below your reasons for applying for this post and the qualities you consider make you a suitable applicant.  Please ensure your statement demonstrates how your skills and experience address the criteria laid out in the attached Person Specification. Please use a continuation sheet if necessary.  

	


























Continued on next page
8.  References
Please give the names of two referees, one of whom should be your present or most recent employer, who know you well and can provide reliable information about your experience, skills and qualifications which make you suitable for this post. Please note that you may not give the name of someone who is related to you.

	Name:
	
	
	Name:
	

	
	
	
	
	

	Job Title:
	
	
	Job Title:
	

	
	
	
	
	

	Address:

	
	
	Address:

	

	
	
	
	
	

	Telephone:
	
	
	Telephone:
	

	
	
	
	
	

	Email:
	
	
	Email:
	

	
	
	
	
	

	May we approach referee if shortlisted?
	
	May we approach referee if shortlisted?

	Yes
	[bookmark: Check9]|_|
	No
	[bookmark: Check10]|_|
	
	Yes
	[bookmark: Check11]|_|
	No
	[bookmark: Check12]|_|



Do you have any special requirements if called for an interview?             
If yes, please give details.
	


 Declarations
I confirm that the information in this application is, to the best of my knowledge, true and complete. 

	Signed:
	
	Date:
	[bookmark: Text38]     




[bookmark: _GoBack]Thank you for completing this part of the application form.  The information you give us in this form will be treated in the strictest confidence.

Please return Parts 1, 2 and 3 of your completed application form by email to:  Jan@fabb.org.uk or post to:

PRIVATE & CONFIDENTIAL
Jan Brereton 
Fabb Scotland
The Treehouse 
Invertrossachs Road 
Callander 
FK17 8HW



Part 3 – Finance and Administrative Officer

FABB SCOTLAND
EQUAL OPPORTUNITIES MONITORING FORM
PART THREE


The following information will be used only for monitoring our Equal Opportunities Policy and will not be used for any other purpose. It will be separated from the application form before shortlisting.



Title:		Mr	☐	Mrs	☐	Ms	☐	Other  ☐


Please state title if other:



Surname:	First Name:



Gender:	Male:	☐	Female:  ☐	Prefer not to say:  ☐	



Date of Birth:



Please describe your ethnic origin by ticking one of the boxes below: 
White	☐
(Scottish, English, Northern Irish, Welsh, other white)
Black	☐
(African, Caribbean, British, other black)

Mixed	☐
(White/Black African, White/Black Caribbean, White Asian, other mixed)

Asian	☐
  (Chinese, Indian, Pakistani, Bangladeshi, other Asian) 

Any other Ethnic Group (please describe):

Prefer not to say:	☐



Do you consider yourself to have a disability?  	Yes	☐	No	☐


Do you require a work permit?		Yes	☐	No	☐



Continued on next page.




[bookmark: Blank_Page]EQUAL OPPORTUNITIES MONITORING FORM




POLICY IMPLEMENTATION

Fabb would like to use your data to ensure that our Equal Opportunities Policy is fully and fairly implemented.

We will use your data to compile statistics on the representation amongst our workforce of the categories listed. To use this information, we need your consent. Signing in the space below will indicate that you consent to your data being used for the purposes stated. You may withdraw your consent at any time.

The aim of our policy is to ensure that no job applicant or employee receives less favourable treatment because of age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation.

Our recruitment selection criteria and procedures (including the areas or media sources which are used in the recruitment process) are frequently reviewed to ensure that individuals are selected, promoted and treated on the basis of their relevant merits and abilities and that no applicant or employee is disadvantaged by provisions, criteria or practices which cannot be shown to be justified.



Signed:



  Date:
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