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	DMAC strives at all times to be an equal opportunities employer.  DMAC welcome applications from all sections of the community regardless of gender, marital status, race, colour, nationality, age, religion or religious belief, ethnic origin, sexual orientation, or disability.  

It you have any difficulty in completing this application form, or would like to complete it in a different format, please contact a member of staff for this to be arranged.

The information recorded on this form will be treated in the strictest of confidence and used solely for the purposes of the recruitment process.  For the successful candidate it will be retained on their personnel file for the duration of their employment with DMAC.  Thank you for your interest in DMAC.



	Project:
	MONEY ADVICE

	Position applied for:
	INCOME MAXIMISER

	1
	Personal details:

	Surname:
	Forename:
	

	Address:


	Home Tel:

Mobile:

Business:

Can we contact you at work? Yes  

No

	E-mail:


	

	2
	Your present or most recent employer

	Your employer’s name and address
	Date started
	Present salary
	Notice required

	
	
	
	

	If this is your most recent employer, please give the date you left your last position and the reason why you left.



	3
	Present or most recent position

	Please give  details of your present or most recent position, including your job title, duties and responsibilities 

	


	4
	Previous employment

	Please list in order all your previous employers, with the most recent employer first.  Please use more sheets if necessary, making sure that your name (surname and initials) is on any separate sheets you use.

	Dates
	Name and address of employer
	Position held (briefly describe the type of work carried out, duties and responsibilities)
	Reason for leaving

	From
	To 
	
	
	

	
	
	
	
	

	5
	Membership of professional organisations (if appropriate)

	Name of organisation or institution
	Class of membership
	Date achieved
	Date your membership runs out (if appropriate)

	
	
	
	

	6
	Specialised training (for example, supervisory, management or computer training which is relevant to this application)

	Date attended
	Course provider
	Title of course
	Topics covered

	
	
	
	

	7
	Secondary Education (you must fill in this section if you left school within the last 10 years)

	Examination body (for example SEB or SQA)
	Course, subject or module title
	Qualification (Higher, Ordinary, Standard Grade, GCSE, SCOTVEC, SQA, module or other)
	Grade achieved (A, B, C, 1, 2, 3, pass or SCOTVEC, SQA pr modules)
	Tick if you are waiting for results

	
	
	
	
	

	8
	Further or higher education

	University or college attended
	Course and subjects studied
	Degrees, diplomas and certificates achieved, with the class of pass

	
	
	

	9
	Driving Licence

	Do you hold a current driving licence? (Please tick the appropriate box.)  If ‘yes’, please tell us the type of licence.
	Yes 
	No



	Full
	Provisional


	

	Does your licence have penalty point endorsements?  If ‘yes’, please give details.

Do  you have access to a car for work purposes?

	Yes

Yes


	No 

No



	10
	Experience Skills and Knowledge

	We want to compare your experience, skills and knowledge with the requirements of the post.  You should therefore, refer to the Job Description to demonstrate and evidence how you satisfy the requirements of the post.  This evidence does not have to be from paid work, but can be from other experience.  

Please use more information sheets if necessary, making sure that your name (surname and initials) is on any separate sheets you use.

	

	11
	Referees

	Please provide details of two referees, both of whom must know you in a professional situation (including your current or last line manager).  It is our practice to contact referees prior to interview.  If you do not wish us to do so you must advise us.

	Name
	Address
	Contact before interview YES/NO
	Position, title and relationship to you
	Contact numbers

	
	
	
	
	Phone:

Fax:

E-mail:



	
	
	
	
	Phone:

Fax:

E-mail:



	13
	Disability

	We welcome applications from candidates with disabilities and guarantee an interview to those candidates who meet the essential requirements of the position.

Do you consider yourself to have a disability?                                                    Yes    
 No

If so please give the nature of your disability.

The organisation is ‘Positive about Disabled People’ and operates a Job Interview Guarantee Scheme, which means that if you have a disability, and meet the minimum criteria outlined within the Job Description, you will be guaranteed an interview.  However, some disabled people prefer not to take this option, so please select your preference if you are a disabled candidate. 

    
 
Do you want to participate in the Job Interview Guarantee scheme? 
Yes 
No

If selected for interview would you require any special arrangements?
Yes 
No

If yes, please specify: …………………………………….



	14
	Rehabilitation of Offenders Act 1974

	The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended applies to many positions within Drumchapel Money Advice Centre.  Should you be selected for the post, we will require you to complete an Enhanced Disclosure Check.  Should you either refuse or fail to do so, any offer of employment will be immediately withdrawn.


	15
	Confirmation of qualifications

	We will ask you to bring your original qualifications and institute membership certificated to the interview.  We will require to examine and copy these before we can offer you a position.  If, for any good reason, you cannot bring your original documents to interview and you are successful, we will ask you to produce original certificates of qualifications and institute membership before we can offer you an appointment.



	16
	Important – please read carefully before signing this formal declaration

	I confirm that all the details I have given on this form are correct as far as I know. I know that if I am employed and it is found that the information I have given is not true or that I have withheld information, you may dismiss me without notice.  I agree that should I be successful, if the Enhanced Disclosure Form is not to the satisfaction of DMAC, any offer of employment may be withdrawn or service terminated with immediate effect.

I understand that due to the nature of the work of Drumchapel Money Advice Centre, you must take great care to check everyone who gains a position.  I give you permission to check my details against information you have to make sure I am suitable for the job I have applied for.

Data Protection Act 2018
I agree to you and your agents processing any information I provide to recruit staff, set up and process employment records, monitor the effectiveness of your equal opportunities policy and carry out your legitimate interests.

Signature:  ………………………………………………..   Date:  ……/……./…….


	RETURN COMPLETED APPLICATION FORM TO:
	Post:  
Drumchapel Money Advice Centre

Unit 1, KCEDG Commercial Centre


15 Ladyloan Place, Glasgow


G15 8LB

E-mail:  
trisha@d-mac.org.uk


	CLOSING DATE:
	5pm Wednesday 5th October 2022

	Where did you see this job advertised?


	……………………………………………………..


EQUAL OPPORTUNITIES QUESTIONNAIRE

POST APPLIED FOR:

DMAC strives to be an equal opportunities employer.  Our policy aims to ensure that everyone who applies to join us receives equal treatment.  The information we are seeking in the questionnaire will be used to ensure that our recruitment practices promote equality of opportunity.

This questionnaire will not be seen by the recruitment panel.  All information received will be treated in strict confidence.  For this reason, this Questionnaire will be separated from your application and used for monitoring purposes only.

THANK YOU FOR YOUR CO-OPERATION 

	AGE

	(
16-24
	(
25-34
	(
35-44
	(
45-54



	(
55-64
	(
65+
	(
Not declared
	


	GENDER

	(
Male
	(
Female
	· Transgender Male



	(
Transgender Female
	(
Not declared
	


	RELIGION OR BELIEF
	

	(
Protestant
	(
Catholic
	(
Other Christian
	(
Buddhist


	(
Hindu
	(
Jewish
	(
Muslim
	(
Sikh


	(
Other Religion/Belief, 

please specify…………...
	(
Not declared
	


	SEXUAL ORIENTATION

	(
Heterosexual
	(
Lesbian
	(
Gay



	(
Bisexual
	(
Transsexual
	(
Not declared


	MARITAL STATUS
	
	

	(
Married
	(
Single
	(
Living with partner


	(
Other
	(
Not declared
	


	How would you describe your ethnicity?

	White
	Asian or Asian British

	British
	(
	Bangladeshi
	(

	Irish
	(
	Indian
	(

	Any other white background (please specify)
	(
	Pakistani
	(

	
	
	Any other Asian background (please specify)

	(

	Black or Black British
	Mixed

	African
	(
	White and Black Caribbean
	(

	Caribbean
	(
	White and Black African
	(

	Any other black background (please specify)
	(
	White and Asian
	(

	
	
	Any other mixed background (please specify)

	(

	Chinese
	Other ethnic group

	Chinese
	(
	Other ethnic group (please specify)
	(


	DISABILITY


The Disability Act (2005) defines a person as disabled if they have a physical or mental impairment which has a substantial and long term adverse effect on their ability to carry out normal day-to-day activities.  This definition can be broken down to help explain the meaning of disability.  We will make reasonable adjustments at interview to assist.

· Physical impairment:
Examples would be blindness, deafness, paralysis of a leg, heart disease and progressive conditions.

· Mental impairment:
Includes an impairment resulting from or consisting of a clinically well recognised mental illness.

· Substantial:
This means the effect of the impairment on ability to carry out normal day-to-day activities is more than minor.

· Long Term:
Has or is likely to last at least 12 months.

· Normal day-to-day activity:
Normal activities carried out on a regular basis by most people, such as mobility – moving from place to place, speech and memory amongst other things.

Do you consider yourself to have a disability?

Yes
(
No
(
	CARER


Are you a carer? A carer is someone, who, without payment, provides help and support to a partner, child, relative, friend or neighbour, who could not manage without their help.  This could be due to age, physical or mental illness, addiction or disability.

Yes
(
No
(
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