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Application Form

Section 1

	Please read the job description and person specification carefully before completing this form.

Short-listing will be carried out solely on the basis of the information provided on the application form.  Please do not send a CV. 
Unfortunately due to limited resources, only short-listed candidates will be contacted. You will receive confirmation of receipt of your application. 
Please note that the shortlisting process will be ‘blind’. That means that information on page 1 will not be used during the process of short-listing applicants for interview.

	Personal details
	

	Post applied for:
	How did you learn about this vacancy?



	Surname: 
Forename(s):


	

	Contact details

Address: 

E-mail: 
Telephone number: 
Mobile number (preferred): 
	

	If offered this appointment when would you be able to start?

	

	Entitlement to work in the UK

	If you are offered the post with Positive Help you will be required to provide documentary evidence (e.g. birth certificate, passport, residence document issued by the Home Office or Border and Immigration Agency) of your entitlement to work in the United Kingdom before employment can commence.  We may contact the Border and Immigration Agency to verify entitlement to work should an offer of employment be made
Are you entitled to work in the UK?  Yes / No
If Yes, have you got a work permit or have applied for one?
Are there any restrictions regarding your employment?  Yes / No

If Yes, please give details:


	Accessibility:  

If you are invited to interview do you need any help/special equipment to allow you to attend? 


	References

	Please give the names and addresses of two people whom Positive Help may approach for a reference.  One of these should be from your present or most recent employer.  Referees will only be approached following a job offer.   

	Name: 
Address: 
Daytime telephone number: 
Email: 
Occupation: 
In what capacity do you know them?
For how long have you known this person?

	Name: 
Address: 
Daytime telephone number: 
Email: 
Occupation: 
In what capacity do you know them?
For how long have you known this person?



	
	

	
	

	
	

	Police check / PVG scheme

	This appointment is subject to a Disclosure Scotland / PVG Scheme check and, depending on the type of Disclosure, some spent convictions may be reported to us.  (This will not necessarily discount you from being considered for the post.)   

Do you hold or are willing to apply for membership to the PVG scheme? (This involves criminal records checks to ensure you are suitable for work where you have contact with children and vulnerable adults)  

Yes / No 


	Declaration

	I declare that the information given in this application for employment is true and complete to the best of my knowledge.  If any of this information given by me in this form or in support of my application is untrue, I recognise that any offer of employment or my employment with Positive Help may be terminated.
(Names can be typed and used as a signature)
Signed: 

Full name: 
Date: 



Section 2

	Employment history

	Please give details of your work experience, including voluntary or community work, starting with your present or most recent employer.  

	Name of current (or most recent) employer (paid employment): 

Address:

	Position held / Title of post: 
	Final salary: 

	Date of employment from (month & year): 
	To (month & year): 

	Main Duties and responsibilities:
Reason for leaving: 


	Notice period required:

	Previous Employment 

	Please list in order, starting with the most recent previous paid employment and work backwards

	Dates:
From      To
	Employer’s name 
	Please state 1. Position held; 2. Key responsibilities; 3. Final salary: and 4. Reason for leaving. 

(Use a separate row for each job/post. Add rows if necessary)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	VOLUNTARY WORK

	Dates:
From      To
	Organisation name
	What was your role and your key tasks?                                           (Use a separate row for each job/post. Add rows if necessary)

	
	
	
	

	
	
	
	

	
	
	
	


	Professional or vocational training

	Please list any training you have received or courses which did not lead to a qualification but which you feel are relevant to the advertised post. 


	Where attended
	Dates
	Course(s) attended/qualification(s) obtained
(Add rows if necessary)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	Education – Higher/Secondary/APPRENTICESHIPS

	Please give full details of qualifications achieved which you feel are relevant to this application.  You need only provide the date awarded for College or University qualifications or time served Apprenticeships. 

	

	

	

	 PROFESSIONAL REGISTRATION/CERTIFICATION

	Are you registered with any professional or regulatory body?

Yes / No. If yes, please say which one and state your pin number.

	


	SUITABILITY FOR THE POST

	Please refer to the person specification and give examples from your experience of how you can demonstrate the requisite, stated skills and abilities. You may give succinct additional information which you feel will support your application.

	Please provide in the box below examples of how your skills, qualities and experience meet each of the criteria in the job specification. Please be succinct – Max 800 words.

	

	DATA PROTECTION STATEMENT 
We will use the information you give in Parts 1 and 2 of this form, and in any supporting evidence you send us, to process your application for employment.  We may pass the information to other agencies or organisations as allowed by the law and in accordance with the Data Protection Act. 
As the Data Subject you have the right to access the information we hold on you.  If you wish to access this right please submit a written request to The Chief Executive of Positive Help. 

	Please return your completed application form by the stated deadline to:

admin@positivehelpedinburgh.co.uk  



Thank you for taking the time to complete this form
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