
[bookmark: _GoBack][image: Musselburgh Citizens Advice Bureau]CONFIDENTIAL

HADDINGTON
CITIZENS ADVICE BUREAU

APPLICATION FOR EMPLOYMENT

Before completing this application form, please read the accompanying Guidance Notes. 
If you have any difficulty completing this form please call Haddington CAB on 01620 824471. 
Please type or write clearly in black ink and cross / check boxes as required.

	Position applied for: 




	Personal Details



	Title

	

	Surname

	Permanent address


	

	
	Postcode


	Home telephone number. 

	Mobile telephone number. 


	Work telephone number (if convenient)

	E-mail address   


	Correspondence/Temporary address (if different from above)


	



	Previous or other names and surnames used. 


	National Insurance number 
	Nationality. 




	
Do you require a work permit to work in the UK?	Yes |_|	No  |_|

If yes and you already have a work permit what type of permit is it?



Date of issue: 			Place of issue:				Date of expiry: 		

Visa number: 				Passport number: 			





                         Haddington Citizens Advice Bureau  46 Court Street Haddington EH41 3NP
ScottishCharity No SC013364                                                                           Company Limited by Guarantee SC374255

	References



Please provide below the names and addresses of two referees who can comment on your suitability for the post. If you have been employed we would normally wish to seek a reference from your present or most recent employer

	Name

	Job Title. 


	Address. 



	


	

	Postcode. 



	Telephone number

	e-mail address


	Relationship to you. Ex employee
	How long have you known this person? 

	When may we request a reference? 		At any time |_| After offer of employment |_|



	Name 
	Relationship to you (e.g. mentor)


	Address. 

	


	

	Postcode


	Telephone number. 

	E-mail address


	Occupation

	How long have you known this person?



	General Information



How did you hear of this vacancy?

[bookmark: Check1][bookmark: Check2]Job Centre  	|_|       	Citizens Advice Scotland website       |_|

[bookmark: Check3]Local or National press  	|_|   please specify: 					

[bookmark: Check4]Other website     	|_|   please specify: 					

Other:  Basic Google search


Do you hold a current driving licence?    YES

Have you ever committed an offence under sections 25 and 26 (1) (d) or (g) of the Immigration Act 1971? 
NO


	Education & Membership of Professional Bodies



Please give details of educational and professional qualifications, beginning with the most recent
	Date
	Institution name & address
	Qualification
	Grade

	
	
	
	



Membership of Professional Bodies
	Date joined
	Professional body
	Category of membership

	
	
	



Training Courses
	Date 
	Course Attended
	Brief Description of Course

	
	
	





	Employment Information



Please give details of your employment (paid or unpaid) starting with your present/most recent employer and working backwards. Please explain any employment breaks. 

Present or most recent employer:

	Name, full address & telephone number of employer 


	

	Job title

	From (MM/YY)

	To (MM/YY)


	Current or final salary

	Period of notice required


	Reason for leaving (or seeking other employment)

	Please give a brief outline of your main responsibilities and achievements




Previous employers: Continue on separate sheet if necessary

	Name, full address & telephone number of employer


	


	Job title

	From (MM/YY)

	To (MM/YY)


	Reason for leaving (or seeking other employment)

	Final salary


	Please give a brief outline of your main responsibilities and achievements




	Name, full address & telephone number of employer


	



	Job title

	From (MM/YY)


	To (MM/YY)


	Reason for leaving (or seeking other employment)

	Final salary


	Please give a brief outline of your main responsibilities and achievements
training and courses to ensure professional development.



If you have had any breaks in your employment (for example family commitments, travel, unemployment) please give the dates to and from and an explanation of the reason(s). 

	Date from:  
	Reason for break:


	Date to:  
	

	Date from:  
	Reason for break:


	Date to:  
	



ADDITIONAL INFORMATION
In this section we would like you to give your reasons for applying for this post. Bearing in mind the job description, please indicate what experience, skills and interests you would bring to this job. 
	



Continue on separate sheet if required.

	Declaration



I confirm that the information given on this form is, to the best of my knowledge, true and complete. I understand that any deliberate attempt to provide false information to obtain employment is a serious misrepresentation and will lead to rejection, or if employed, dismissal and is likely to constitute a criminal offence.


Signed: 							   Date: 		


Print name: 						




Please return completed application marked “Private & Confidential Job Application” to:-

Recruitment
Haddington Citizens Advice Bureau
46 Court Street
HADDINGTON
EH41 3NP

Electronic applications are acceptable and should be sent to 

recruitment@haddingtoncab.org.uk

Subject should be “confidential – job application”

All applications must be received by 12pm on the closing date on the job advert


Guidance notes for applicants on completing the application form

· The form should be completed in black ink or typed

· Please do not send in your CV

· One of your referees should be your present or most recent employer. If you have not been employed or have been out of employment for a long time, please give the name of someone who knows you well to confirm the information you have given and to comment on your ability to do the job. This should not be a relative or purely personal friend

· The enclosed person specification lists the minimum requirements for this post. When shortlisting for interview the selection panel will only consider the information contained in your application form and will assess this against the person specification

· The selection panel cannot make assumptions about the nature of the work you have done or your experience from a list of job titles. It is therefore important that you use the space provided on the application form to demonstrate how you meet the requirements.

· If you are shortlisted for interview, the selection panel will ask you questions based on the person specification, which will cover the areas in more detail

· The following applies only to advisers. Sections 25 and 26 (1) (d) or (g) of the Immigration Act 1971 are concerned with the following offences: assisting illegal entry, falsifying documentation or obstructing the authorities investigating immigration offences. If you have committed one of the offences above you may still be able to be an adviser, however we would have to contact the Office of the Immigration Services Commissioner in order to discuss the issues
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