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APPLICATION FOR EMPLOYMENT –  Administrative Officer
Section A: Personal Details

	Surname
	

	Forename(s)
	

	Address


	

	Email
	

	Tel: mob
	

	Tel: home
	

	Are you legally entitled to remain and work in the United Kingdom? 
	


Section B: Employment

	Name and Address of Current or Most Recent Employer


	

	Job Title
	

	Employment Dates
	

	Current or Most Recent Salary
	

	Reason for Leaving
	

	Description of Duties


	


Previous Employment (most recent first)
	Employer’s Name and Address

	Job Title and Brief Description of Duties
	Dates of Employment and Reason for Leaving

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Please add rows if necessary
	
	


Section C: Qualifications and Training (most recent first)

	Higher or Further Education Provider
	Qualification(s) Achieved
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	Secondary Education Provider


	Qualification(s) Achieved
	Date

	
	
	

	Professional Qualifications or other Relevant Training:
Provider
	Training or Qualification Achieved
	Date

	
	
	

	
	
	

	
	
	

	Please add rows if necessary


	
	


Current Membership of Relevant Professional Bodies

	Professional Body and Class of Membership


	Date Membership Achieved

	
	


Section D: Supporting Statement
	Please use this space to provide evidence of how you meet the person specification for this post




Section E: References

	Please provide details of 2 referees, at least one of whom should be your present or most recent employer


	Name, Job Title and Organisation
	Relationship to you
	Contact Details including Telephone Number and Email
	May we contact prior to Interview

	Referee 1


	
	
	
	Yes/no

	Referee 2


	
	
	
	Yes/no


Are there any requirements relating to disability that we should be aware of before the interview? [If you are invited for interview we will contact you to find out more.] YES/NO
	DECLARATION  - I verify that to the best of my knowledge the information supplied by me on this application form and on any additional sheet(s) submitted is correct.

Name (entering your name will constitute a signature)

Date




Where did you see this post advertised?                                            
Please return completed form to: info@mvacvs.org.uk 
Closing Date: Monday 7 March 9am
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Equal Employment Opportunities Information
(For Monitoring Purposes Only)
CONFIDENTIAL

	Date of Birth


	

	Gender:

Female/Male/Other/Prefer Not to Say


	

	Please describe your ethnic background


	

	Do you consider yourself to have a disability:

Yes/No
	If yes, please describe




	Post applied for




Midlothian Voluntary Action


4/6 White Hart Street, Dalkeith, Midlothian, EH22 1AE


Tel : 0131 663 9471	e-Mail: info@mvacvs.org.uk
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