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St Margaret's Children & Family Care Society
Application for Employment


	Post Applied for 
	Administration Assistant

	
	


Personal Details
	Surname:
	
	
	First name:
	



	Address:
	



	Town/City:
	
	
	Postcode:
	



	Contact Tel No:
	




	E-mail:
	




Qualifications
	Type/Level
	Subject
	Result

	
	
	

	
	
	

	
	
	

	
	
	



Training
Please let us know of any relevant Training/Development you have attended.
	Subject
	Title
	Date(s)
	Relevance

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Professional Membership
Are you a member of a professional institute or society?
	Institute/Professional Body
	Registration Number
	Renewal Date

	
	
	

	
	
	





Current Post
	Current Employer
	Job Title
	Current Salary
	Start Date & Notice Period

	
	
	
	

	Please outline your current duties, responsibilities, knowledge & experience:

	




Previous Work History
	Previous Employer
	Job Title
	Salary upon leaving
	Start Date & End Date

	

	
	
	

	Please outline your previous duties, responsibilities, knowledge & experience:

	






	Previous Employer
	Job Title
	Salary upon leaving
	Start Date & End Date

	
	
	
	

	Please outline your previous duties, responsibilities, knowledge & experience:

	


Please continue on a separate sheet if required.

Support Information
Please use this section to provide further information to support your application.  Please outline why you are interested in this role and what you can bring to it.  This could be in the form of relevant experience, achievements, skills or interests etc.  

	
















































Referees
Please provide details of two referees one of which must be your current or most recent employer. We will not take up references unless you are to be invited to the final interview.
	Name:
	
	
	Name:
	



	Occupation:   
	
	
	Occupation:
	



	Tel no:
	
	
	Tel no:
	



	Company Name:
	
	
	Company Name:
	



	Address:
	
	
	Address:
	






	Email:
	
	
	Email:
	




	Please note that it is our policy to take up references prior to interview.  Do you agree to us contacting your current employer?
	
Yes
	
☐
	
No
	
☐





Declaration

I confirm that the information I have given is correct and complete.  I accept that any misleading or untruthful statements may result in dismissal.

	Signature:
	
	
	Date:
	



Once completed this application should be returned to:

e-mail: 	info@stmargaretsadoption.org.uk

post:	Cathie Bryce
Office Manager
	St Margaret’s Children & Family Care Society
	26 Newton Place
	Glasgow G3 7PY
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St Margaret's Children & Family Care Society
Declaration Form

General Information

	Do you hold a current full driving license?
	
	Yes
	☐	No
	☐
	Please detail any current endorsements
	

	

	Do you need a work permit to work in the UK?
	
	Yes
	☐	No
	☐



Notice
	How much notice is required by your current employer?
	



Disability

If you have a disability, please tell us if there are any reasonable adjustments we can make to assist you in this post.
	





Health

Do you, or have you ever suffered from any physical ailments or mental health ailments which might impair your ability to undertake the duties associated with this post?
	Yes
	☐	
	No
	☐                                           



If you have answered yes to this question, please give full details on a separate sheet.  Please note that it may be necessary to undertake a medical reference.

Criminal Record
Please note that this post is exempt from the Rehabilitation of Offenders Act 1974.  Any convictions, cautions, reprimands, and final warnings on your record, spent or unspent, must be disclosed.

	Have you ever been convicted of a criminal offence or been cautioned or reprimanded or given a final warning by the police?
	Yes
	☐	
	No
	 ☐                                        

	
	
	
	
	
	

	Are you aware of any police enquiries following allegations against you which may have a bearing on your suitability for this post?
	Yes
	☐	
	No
	☐


If you answered yes to any of these questions, please give full details on a separate sheet of paper including dates of offences and court appearances and include them in a sealed envelope marked for the attention of the Director.

	Are you subject to any disciplinary action or legal proceedings?
	Yes
	☐	
	No
	☐


Declaration

I confirm that the information I have given is correct and complete and that any false statements may render me liable to dismissal without notice.  I understand that an enhanced disclosure check will be undertaken.  I also understand that the information given in this form will be used for recruitment purposes and that, should I become an employee, St Margaret's Adoption Society may use and process this information.




Signature:	_____________________________	Date:  ___________________________ 
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