
EDINBURGH & LOTHIAN COUNCIL ON ALCOHOLPRIVATE 

POSTION APPLIED FOR:

Important Information

· Please complete this form electronically, or in black ink
· Do not send a CV with this form or in place of it

· Your submission of this form constitutes a declaration that, to the best of your knowledge, the information given on it is true and accurate.  Any misstatements or omissions could lead to disqualification of application, or dismissal if appointed.


Personal Information
	PRIVATE 
SURNAME

	

	FORENAMES

	

	ADDRESS
	

	
	

	
	

	TELEPHONE
	DAY

	
	EVENING

	E-MAIL
	


CONFIDENTIAL

EQUAL OPPORTUNITIES MONITORING FORM

ELCA aims to be an equal opportunities employer.  In order to monitor the effectiveness of our policy in relation to employment legislation we would like you to fill in this form.  You are not obliged to fill it in, but we can assure you it will be treated in the strictest confidence, it will be detached from your application as soon as it is received, and it will not affect the selection procedure in any way.

Please tick the appropriate boxes.
1.
Which of the following groups do you consider you belong to?


Categories as recommended by the Commission for Racial Equality

White  

Black - African
  
Black - Caribbean  

Black other(please specify) ..........................


Bangladeshi
 
Chinese  

Indian
 

Pakistani  

Other(please specify ..................................

2.
Do you have a disability?


YES  

NO   

3.
Are you registered disabled?

YES  

NO  
4.
Sex




      MALE  

FEMALE  
POST APPLIED FOR  ...........................................................

DATE               .........................................................

                                                FOR OFFICE USE ONLY...............
EDUCATION
	College/University
	Qualifications and date achieved

	
	

	Other relevant training courses or Continuing Professional Development (CPD) attended
	Qualifications/outcomes and dates achieved

	
	


WORK HISTORY: Present Employment   

	Name and Address of present (or most recent) employer

	

	Nature of Employment
	

	Please describe the main duties

	

	Reason for leaving/wishing to leave


	

	Date employment started
	

	Date employment ended
	

	Period of notice required (where applicable)
	


4.
PREVIOUS WORK/EMPLOYMENT HISTORY (INCLUDING 
VOLUNTARY)
	PRIVATE 
DATES
	EMPLOYER'S NAME
	POSITION & DUTIES
	REASON FOR LEAVING

	
	
	
	


SUPPORTING INFORMATION 
Please state your reasons for applying for this position and how it will fit alongside your other commitments.
	


How to meet the Person Specification

Using the essential and desirable criteria in the person specification as a guide, please give evidence under each point on how your skills, knowledge and experience meet the criteria for this post.  You must demonstrate that you have used the required skills and gained the required experience to meet the criteria and give specific examples.
Please use the STAR approach when giving examples: Situation (i.e., where you demonstrated a skill or gained experience) Task (what your responsibilities were) Acton (what you did) Result (what the outcome was).  It is particularly important you make clear the role you played and how that led directly to the result achieved to evidence your points.

Applications will be scored out of a maximum of 5 points for each criterion, and points will not be awarded unless full evidence is given as above.  Assertions (saying you have done something or have the skills without giving evidence and specific examples) will not score more than 1 point.  Applications in which evidence does not meet the minimum score (1/5) on any of the essential criteria will not be short-listed for interview.  
	Q1 – Describe how you meet the essential requirements for this role – please refer to the criteria in the person specification and give specific examples.   Word limit 600

	


	Q2 – Describe how you meet the experience requirements for this role- please refer to the criteria in the person specification and give specific examples.   Word limit 600

	

	Q3 – Describe how your attitudes and personality make you suitable for this role - please refer to the criteria in the person specification and give specific examples.   Word limit 600

	


	Q4 0 Describe how you meet the education and training requirements for this role - please refer to the criteria in the person specification and give specific examples.   Word limit 500

	


REFEREES
· Please give the name, address and telephone number) of two referees, who should not be related you.  Please include an email address.
· Ideally at least one should be your present, or most recent employer.  We would prefer two business referees but will accept one personal referee if absolutely necessary.
	Referee 1
	Referee 2

	
	


· Please indicate in what capacity you know the referees by ticking the appropriate box.

· Please also indicate if you do not wish us to take up your references before the interviews have taken place.  We always take up references.

	
	Referee 1
	Referee 2

	In a work capacity
	
	

	In a personal capacity
	
	

	You may approach before interview
	
	

	You may NOT approach before interview
	
	


REHABILITATION OF OFFENDERS ACT

Under the provisions of the Act do you wish to bring to the attention of the interview panel any conviction, whether spent or unspent?

YES/NO

DETAILS

	PRIVATE 
I hereby apply for the post of

Signed......................................................................     Date  .....................


PAGE  
	PRIVATE 
REFERENCE NUMBER
	


RECRUITMENT/APPLICATION FORMS/SESSIONAL COUNSELLOR, HADDINGTON, EAST LOTHIAN



1







