[image: 2005 01 27 care & repair 3d colour]CARE & REPAIR
in South Lanarkshire

6a Hope Street, 
Lanark ML11 7LZ
Telephone: 01555 666200 
Email: enquiries@careandrepair-sl.co.uk
Web: www.careandrepair-sl.co.uk


IN CONFIDENCE 

PLEASE COMPLETE ALL SECTIONS
CV will not be accepted.

The information that you supply in this application form will enable the interview panel to decide whether to invite you to an interview.  Whilst all sections may not be relevant to you personally, you should complete the form as fully and as accurately as possible to enable your application to be given full consideration.  

The information provided within your application form will be processed in accordance with the Data Protection Act 1998.  Please note that the first two pages and The Equal Opportunities monitoring form will not be shown to the shortlisting panel. The Equal Opportunities monitoring form will be removed for monitoring purposes before shortlisting by an administrator (non-panel member) and will not affect the consideration of your application.    

Post Applied For:   Care & Repair Clerical Officer (part time - 30 hours)

Closing date for receipt of applications is:  Friday 8th April 2022 at 17:00 applications received after this time will NOT be considered


	APPLICATION FOR EMPLOYMENT



	Post Applied For:
	Clerical Officer
	Closing Date:
	08/04/2022

	Application Number:
(internal use only)
	
	Date Received:
(internal use only)
	



	PERSONAL DETAILS

	Full Name:
	[bookmark: Text1]     

	Address:
	[bookmark: Text2]     

	
	[bookmark: Text3]     
	Postcode:
	[bookmark: Text4]     

	Work Tel. No.:
	[bookmark: Text5]     
	Home Tel. No.:
	[bookmark: Text493]     

	Mobile Tel. No.:
	[bookmark: Text7]     

	Email Address:
	[bookmark: Text8]     



	GENERAL

	Can we telephone you at work:
	[bookmark: Check28]Yes |_|
	[bookmark: Check2]No |_|

	Do you have a clean, full and current driving licence?
	[bookmark: Check4]Yes |_|
	[bookmark: Check3]No |_|

	If no, please give details:
	[bookmark: Text522]     

	Have you ever been convicted of a criminal offence, other than a spent conviction, under the Rehabilitation of Offenders Act 1974?
	[bookmark: Check5]Yes |_|
	[bookmark: Check6]No |_|

	If yes, please provide details
	[bookmark: Text11]     

	Note:  Disclosure information will be required for the successful candidate and we will apply for this from Disclosure Scotland.



	DISABILITIES

	Do you consider that you have a disability?
	Yes |_|
	No |_|

	If you feel that you have a disability, are there any arrangements that we can make for you if you are called for interview?  Please give details.
	[bookmark: Text523]     



	MEDICAL DETAILS

	Have you had any serious illness in the last 2 years?
	Yes |_|
	No |_|

	If so, please give details
	[bookmark: Text17]     

	
	[bookmark: Text18]     

	
	[bookmark: Text19]     

	How many days have you had off work due to sickness in the last 2 years?
	[bookmark: Text20]     

	Please give details below of absences from work due to sickness exceeding 1 week in the last 5 years.  Any offer of employment made could be subject to satisfactory health clearance.

	[bookmark: Text547]     



	REFERENCES
Please give details of 2 people whom we may apply to for references.

	
	REFERENCE 1
(present or most recent employer)
	REFERENCE 2

	Occupation: 
	[bookmark: Text492]     
	[bookmark: Text30]     

	Name:
	[bookmark: Text25]     
	[bookmark: Text31]     

	Address:
	[bookmark: Text26]     
	[bookmark: Text32]     

	
	[bookmark: Text27]     
	[bookmark: Text33]     

	
	[bookmark: Text28]     
	[bookmark: Text34]     

	Telephone No.:
	[bookmark: Text29]     
	[bookmark: Text35]     

	May we contact this reference:
	[bookmark: Check7][bookmark: Check8]Yes |_|    No |_|
	[bookmark: Check9][bookmark: Check10]Yes |_|     No |_|

	Normally references will be sought for successful candidates following interview.



	AVAILABILITY

	When would you be able to take up a new appointment?
	[bookmark: Text36]     



	PRESENT EMPLOYER DETAILS
(or if now unemployed, details of previous employment)

	Employer’s Name: 
	[bookmark: Text37]     

	Address:
	[bookmark: Text38]     

	
	[bookmark: Text39]     
	Postcode:
	[bookmark: Text43]     

	From Date:
	[bookmark: Text40]     
	To Date:
	[bookmark: Text42]     
	Job Title:
	[bookmark: Text44]     

	Type of Business:
	[bookmark: Text41]     
	Current Salary:
	[bookmark: Text45]£     

	Please give a brief description of your present job:
	[bookmark: Text524]     

	Please give your reasons for seeking new employment:
	[bookmark: Text525]     



	PREVIOUS EMPLOYMENT TO DATE
Please give details of your previous paid or unpaid work or any other relevant experiences that you would like to mention, starting with the most recent.

	From 
Date
	To
Date
	Employer / Job Title / Duties
	Final Salary

	[bookmark: Text526]     
	[bookmark: Text527]     
	[bookmark: Text528]     
	[bookmark: Text529]     



	
PREVIOUS EMPLOYMENT TO DATE (CONTINUATION SHEET)

	From 
Date
	To
Date
	Employer / Job Title / Duties
	Final Salary

	
	[bookmark: Text531]     
	[bookmark: Text532][bookmark: _GoBack]     
	[bookmark: Text533]     




	OTHER COMMITMENTS

	Do you have any business commitments which make demands upon your time or which have the potential to represent a conflict of interest with the job you are applying for.  If yes, please give a brief description below.
	[bookmark: Check11]Yes |_|
	[bookmark: Check12]No |_|

	[bookmark: Text534]     


			
	EDUCATION AND QUALIFICATIONS
Please list any relevant qualifications (academic and/or profession) obtained

	Subject
	Level
	Class/Grade Result
	Length of Study

	[bookmark: Text330]     
	[bookmark: Text331]     
	[bookmark: Text332]     
	[bookmark: Text333]     

	[bookmark: Text334]     
	[bookmark: Text335]     
	[bookmark: Text336]     
	[bookmark: Text337]     

	[bookmark: Text338]     
	[bookmark: Text339]     
	[bookmark: Text340]     
	[bookmark: Text341]     

	[bookmark: Text342]     
	[bookmark: Text343]     
	[bookmark: Text344]     
	[bookmark: Text345]     

	[bookmark: Text346]     
	[bookmark: Text347]     
	[bookmark: Text348]     
	[bookmark: Text349]     

	[bookmark: Text350]     
	[bookmark: Text351]     
	[bookmark: Text352]     
	[bookmark: Text353]     

	[bookmark: Text354]     
	[bookmark: Text355]     
	[bookmark: Text356]     
	[bookmark: Text357]     

	[bookmark: Text358]     
	[bookmark: Text359]     
	[bookmark: Text360]     
	[bookmark: Text361]     

	[bookmark: Text362]     
	[bookmark: Text363]     
	[bookmark: Text364]     
	[bookmark: Text365]     

	[bookmark: Text366]     
	[bookmark: Text367]     
	[bookmark: Text368]     
	[bookmark: Text369]     

	[bookmark: Text370]     
	[bookmark: Text371]     
	[bookmark: Text372]     
	[bookmark: Text373]     

	[bookmark: Text374]     
	[bookmark: Text375]     
	[bookmark: Text376]     
	[bookmark: Text377]     

	[bookmark: Text508]     
	[bookmark: Text509]     
	[bookmark: Text510]     
	[bookmark: Text511]     



	Please list any short courses you have undertaken e.g. company training courses.

	Length of Course
	Details

	[bookmark: Text378]     
	[bookmark: Text379]     

	[bookmark: Text380]     
	[bookmark: Text381]     

	[bookmark: Text382]     
	[bookmark: Text383]     

	[bookmark: Text384]     
	[bookmark: Text385]     

	[bookmark: Text386]     
	[bookmark: Text387]     

	[bookmark: Text388]     
	[bookmark: Text389]     

	[bookmark: Text390]     
	[bookmark: Text391]     

	[bookmark: Text504]     
	[bookmark: Text507]     

	[bookmark: Text505]     
	[bookmark: Text506]     




	


EXPERIENCE AND KNOWLEDGE

We wish to compare your skills, experience and knowledge with the requirements of the post.  Please complete the following sections in the right-hand column, giving any relevant information as appropriate.

	[bookmark: Text535]A caring and sensitive approach to elderly and disabled people
	     

	Skills and experience communication via telephone and different social media platforms.  
	[bookmark: Text536]     

	Experienced computer user, particularly in word processing and spreadsheets
	[bookmark: Text537]     

	Excellent communication, organisational, liaison and administrative skills
	[bookmark: Text538]     

	Experience of working under pressure
	[bookmark: Text539]     





	

EXPERIENCE AND KNOWLEDGE

	The ability to work on own initiative and as part of a small but effective team
	[bookmark: Text540]     

	An enthusiastic and flexible approach
	[bookmark: Text541]     

	
	[bookmark: Text542]     

	
	[bookmark: Text543]     

	
	[bookmark: Text544]     




	ADDITIONAL INFORMATION IN SUPPORT OF YOUR APPLICATION INCLUDING WHY YOU HAVE APPLIED FOR THIS POST.

	[bookmark: Text545]     




	DECLARATION

	Are you related to any members of staff of the Company? 
If yes, please provide details below.
	[bookmark: Check13]Yes |_|
	[bookmark: Check14]No |_|

	[bookmark: Text546]     

	I confirm that, to the best of my knowledge, the information given in this application form is correct and complete and that I am not related in any way to a Director of the Company. 

 I understand that the provision of false information may result in disciplinary action that could lead to dismissal.

	Signed:
	[bookmark: Text487]     
	Date:
	[bookmark: Text488]     




























	EQUAL OPPORTUNITIES INFORMATION


 

To help us monitor our Equal Opportunities Policy and the effectiveness of our recruitment practices, we would like you to answer the following questions.

This information will not be circulated to the Interview Panel.


	1
	Post applied for:

	
	[bookmark: Text489]     

	2
	Where did you see the post advertised?

	
	[bookmark: Text490]     

	3
	Are you male or female?

	
	[bookmark: Check15][bookmark: Check16]Female |_|      Male |_|

	4
	Do you have a disability?

	
	[bookmark: Check17][bookmark: Check18]Yes |_|       No |_|

	5
	How would you describe your ethnic origin

	
	Black
	[bookmark: Check19]|_|
	White
	[bookmark: Check20]|_|
	Indian
	[bookmark: Check22]|_|
	Irish
	[bookmark: Check21]|_|
	Pakistani
	[bookmark: Check23]|_|

	
	Chinese
	[bookmark: Check24]|_|
	Bangladeshi
	[bookmark: Check25]|_|
	African/Caribbean
	[bookmark: Check26]|_|

	
	Other (please specify):
	[bookmark: Check27][bookmark: Text491]|_|      



	
Care & Repair in South Lanarkshire Ltd is a recognized Scottish Charity No. SC035271
and is a Company limited by guarantee, registered in Scotland No. SC264168.         
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