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THE PRESHAL TRUST

APPLICATION FOR EMPLOYMENT

POSITION APPLIED FOR:
Administrative Assistant
CLOSING DATE FOR APPLICATION:
5pm on 13th April
THIS FORM MUST BE COMPLETED IN FULL

C.V. ALONE IS UNACCEPTABLE

	NAME:


	


	PERSONAL DETAILS       (PLEASE COMPLETE THIS FORM IN BLOCK CAPITALS)

	Post Applied For:    Support Worker
	Surname:



	Date of Birth:
	First Name:



	Address:

Post Code:
	Do you hold a current full driving licence?

Yes   (          No   (
Does your licence have penalty points or endorsements:

Yes   (          No   (
If yes, please give details:

	Home Telephone:
	Business Telephone:
	Notice period for current job:




	QUALIFICATIONS             (graduate applicants should not enter school qualifications)

	

	SECONDARY SCHOOL QUALIFICATIONS


	Qualifications
	Grades
	Subject
	Date Gained
	
	Qualifications
	Grades
	Subject
	Date Gained

	
	
	
	
	
	
	
	
	


	FURTHER & HIGHER EDUCATION QUALIFICATIONS


	Name of Institute/College
	Qualifications
	Subject
	Date Gained

	
	
	
	


	PRESENT EMPLOYMENT                                                  (OR MOST RECENT EMPLOYMENT)



	
	
	
	
	

	Name and address of Employer:


	
	Job Title:

	
	
	
	
	

	Nature of business:


	
	Date Started:


	
	Date left - if applicable

	
	
	
	
	

	Salary:


	
	Other benefits:
	
	Grade:


	Main duties and responsibilities




	Reason for leaving




	PREVIOUS EMPLOYMENT
List in order, with the most recent first, and include any periods of unemployment

	Name and Address of employer
	Job Title and Main Responsibilities
	Date From

Day/Month/Year
	Date to

Day/Month/Year
	Reason for Leaving

	
	
	
	
	


	Personal statement


	Tell us why you want this job and the skills, qualities and experience you will bring to it. 

State any information that you feel is RELEVANT to your application (e.g. training, personal qualities, achievements at work, non-work related or voluntary experience).  Use additional sheet if required.




	REFERENCES  (please give the name of two referees who have knowledge of your work, one of whom should be your present employer.  If you are currently working one referee should be your last employer)


	REFEREE 1

	Name:


	

	Occupation:


	

	Address:


	

	Telephone No.:


	

	May we contact your present employer for a reference before any job offer is made to you:

YES   (          NO   (


	REFEREE 2

	Name:


	

	Occupation:


	

	Address:


	

	Telephone No.:


	


	PERSONAL REFEREE

	Name:


	

	Occupation:


	

	Address:


	

	Telephone No.:


	


	Have you ever been convicted of a criminal offence, other than a spent conviction under the Rehabilitation of Offenders Act 1974?
	YES   (          NO   (

	If YES please provide details:

…………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………….

DISCLOSURES

Given the nature of the job applied for, in the event that I am offered the position, I understand that any offer of employment is subject to information on my criminal record being disclosed to the Company by Disclosure Scotland.

	
	

	Do you have any on-going medical disability which may affect performance of your duties in this post:
	YES   (          NO   (

	
	

	If YES please provide details:

…………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………….



	How many days have you had off work due to sickness in the past two years:
	…………………………….

	
	

	Please list on a separate sheet details of absences from work due to sickness exceeding one week in the last 5 years.  Any offer of employment made could be subject to satisfactory health clearance.



	

	How soon after an offer of a job would you be able to start:
	…………………………….

	
	

	Where did you see/hear about this post?
	…………………………….


DECLARATION

I declare that the information given in this form is complete and accurate.  I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable to summary dismissal.

I understand these details will be held in confidence by the Company, for the purposes of assessing this application, ongoing personnel administration and payroll administration (where applicable) in compliance with the Data Protection Act 1998.

SIGNED

DATE:


The Organisation will not contact the Referees or any previous employers without the prior knowledge and consent of the applicant.

ALL APPLICATIONS TO BE SENT MARKED "PRIVATE"

TO:
CEO


The Preshal Trust


P O Box 7344


8 Aboukir Street

Glasgow


G51 4QX

Or email AlanN@preshaltrust.org.uk
THE PRESHAL TRUST

EQUAL OPPORTUNITIES IN EMPLOYMENT

The Preshal Trust promotes equal opportunities in employment.  It wishes to ensure that no-one applying for a job is treated less favourably than anyone else because of his or her origin, sex or physical disability.  In order that the Project can assess the implementation of the policy, applicants are requested to co-operate by completing the attached questionnaire.

The information that you provide will be kept secure and separate from your job application.  It does not include your name and the information will not be placed on record if you are successful in gaining employment with the Project.  The information will be used to ensure that those responsible for employment act fairly.  Analysis will be carried out at appropriate frequencies to ensure that the personal information you give is kept confidential.

If you do not wish to answer the questionnaire below your application will not be affected.  It is stressed though that the effectiveness of the Equal Opportunity Policy depends on monitoring and using the results to improve our practices.  Your co-operation would therefore be very much appreciated.

QUESTIONNAIRE

	1.
	Post Applied for:


	

	
	
	

	2.
	Are You:                            Female (     Male   (

	

	
	
	

	3.
	Do you have a disability:   Yes  (   No   (
	

	
	
	

	4.  
	If Yes, please state the nature of the disability


	

	
	
	

	5.
	Please indicate your age group:


	

	
	Under 25 years
	(
	
	45 to 54 years
	(
	

	
	
	
	
	
	
	

	
	25 to 34 years
	(
	
	Over 54 years
	(
	

	
	
	
	
	
	
	

	
	35 to 44 years
	(
	
	
	
	

	
	
	

	6.
	Date:
	


