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Application Form – Part 1 Personal Details

This page of the application will not be shared with the shortlisting panel prior to their decision – it is up to you if you wish to mention any personal information, impairment or barriers you might face in the body of your application. If you do so, this will not be removed prior to shortlisting.

This application form has been designed to ensure the short-listing panel only receive information relevant to the job that is being applied for, and personal details needed during the recruitment process. The panel will also be made aware of any reasonable adjustments you have requested so that they can put these in place for your interview or when considering your application. 

Please send completed application forms to: emma.stratton@ceis.org.uk
	      Job Application Form


	Job applied for:
	     

	How did you hear about this job?
	     


	1. Personal details


	Last Name:
	     
	First Name:
	     


	Address:
	     

	
	     

	
	     

	Postcode:
	     

	Home Telephone No. 
	     
	Daytime Contact No.
	     


	E-mail address:
	     


	Preferred contact method:
	     


	National Insurance No.
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Are you free to remain and take up employment in the UK?

	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	You will be required to provide appropriate documentary evidence of this at interview. For examples of acceptable documents please see www.ukba.homeoffice.gov.uk 


	Preferred Pronouns (e.g he/him/his, she/her/hers, them/they/theirs):
	     


	Driving Licence (if relevant to post applied for)

Do you hold a full, clean driving licence valid in the UK?


	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	If no, please give details below

     

	Do you own a car or have access to one?


	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	You will be responsible for ensuring that you have the necessary vehicle insurance for use on business (if relevant to post)


	Reasonable Adjustments: Please let us know if you require any reasonable adjustments to enable you to attend and fully participate in an interview or which you wish us to take into account when considering your application.

	     



	2. References


	Please give the names and addresses of your two most recent employers (if applicable). If you are unable to do this, please clearly outline who your referees are.




	Reference 1
	
	Reference 2


	Name:      
	Name:      

	Job Title:      

	Job Title:      


	Organisation:      

	Organisation:      


	Address:      

	Address:      


	Post code:      
	Post code:      

	Contact No:      

	Contact No:      


	Email:      

	Email:      


	How is this person known to you:      

	How is this person known to you:      


	Do you wish to be consulted before this referee is approached: 

Yes

 FORMCHECKBOX 

No

 FORMCHECKBOX 


	Do you wish to be consulted before this referee is approached: 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 




We reserve the right to contact any of your previous employers within the last three years. We will advise you prior to making contact.
	3.  Declaration


	Statement to be Signed by the Applicant: 

Please complete the following declaration and sign it in the appropriate place below for us to consider your application. 

I confirm that all the information given by me on this form is correct and accurate and I understand that if any of the information I have provided is later found to be false or misleading, any offer of employment may be withdrawn or employment terminated. I agree to the privacy policy.



	


	Signed:
	
	Date:
	     


	Thank you for your interest in this role. Successful applicants will be notified within a few days after the deadline. We will give feedback on applications on request.

No Agencies





How we use your personal information
The information supplied by you as part of the recruitment process will only be accessed by authorised persons of CEIS or its agents. The information will be retained by CEIS and will be used for the purpose of processing your application. By supplying such information, you consent to CEIS storing the information for the stated purpose. If your application is unsuccessful, your personal information will be retained securely for three months from the successful completion of the recruitment process and then confidentially destroyed. The information is processed by CEIS in accordance with the provisions of the Current Legislation regarding GDPR2018.

Note: The above sections shall be separated from the rest of your application before it is forwarded to the staff who are specifically involved in the shortlisting panel. The information will however be shared with appropriate staff following selection.
Application Form – Part 2

	1.  Relevant Education/Qualifications


	Secondary Education (please list subjects passed)
	Study Dates
	Qualification

 and Grade
	Date Obtained

	
	
	
	

	College/University
	Study Dates
	Qualification
 and Grade
	Date Obtained

	     
	     
	
	     

	Ongoing Professional Development
	Study Dates
	Qualification
 and Grade
	Date Obtained

	     
	     
	
	     


	Training and Development

	Please use the space below to give details of any training or non-qualification based development which is relevant to the post and supports your application. 


	Training Course
	Course Details 

(including length of course/nature of training) 

	     
	     


	Current Membership of any Professional Body/Organisation

	Please give details: 

     



	2.   Employment History

	Previous Employment:  Please include any previous experience (paid or unpaid), starting with the most recent first.


Current or most recent employer
	Name of Employer:
	     


	Address:
	     


Post c
	ode:

	     


	
	


	Position Held:
	     


	Date Started:
	     
	Reason for leaving:
	     


	Notice Period or Leaving Date (if no longer employed):
	     
     


	Brief description of duties:

	     



Previous employer
	Name of Employer:
	     


	Address:
	     

	
	     
Postcode:

     



	Position Held:
	     


	Date Started:
	     
	Reason for leaving:
	     


	Leaving Date:
	     
     


	Brief description of duties:

	     


Previous employer

	Name of Employer:
	     


	Address:
	     

	
	     

	
	     
Postcode:

     



	Position Held:
	     


	Date Started:
	     
	Reason for leaving:
	     


	Leaving Date:
	     
     


	Brief description of duties:

	     


Continue on separate sheet if necessary
	3. Information in support of your application

	Skills, abilities and experience

Please use this section to demonstrate why you think you would be suitable for the post by reference to the job description and person specification (and by giving examples and/or case studies).  Please include all relevant information, whether obtained through formal employment or voluntary/leisure activities. Attach and label any additional sheets used.


	     

	Continue on a separate sheet if necessary
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