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	FOR OFFICE USE ONLY:  

	Candidate identification number:  
	

	Job reference number:  
	



Failure to complete all sections of the form may result in the application not being considered.  For yes/no questions please circle or clearly indicate the appropriate answer.

APPLICATION FOR EMPLOYMENT 
Details entered in this part of the form will be held by the recruiting employer. Access to this information will be withheld from the shortlisting panel.  Please do not type/write using only capital letters, as this could lead to your application being automatically rejected. Please use the appropriate mixture of capital and lowercase letters in standard written text.

POST APPLIED FOR: Social Media Officer 

	Title
	


	*Surname/Family Name
	


	*First Name
	


	Middle Name
	


	Address
	


	*Postcode
	


	Home Telephone
	


	Mobile Telephone
	


	Work Telephone 
	


	Preferred telephone number
	☐ Home     ☐  Mobile     ☐  Work


	Email Address
	


	If you are selected for an interview, do you have any special requirements? Yes ☐   No  ☐ 
If yes, please specify:


Are there any dates when you will not be available for interview? 


When could you start working for us?




APPLICATION FOR EMPLOYMENT 
Details entered in this part of the form will be held by the recruiting employer and will be made available to the short-listing panel.
	FOR OFFICE USE ONLY:  

	Candidate identification number:  
	

	Job reference number:  
	




Education & Professional Qualifications

	All relevant qualifications. Please also indicate subjects currently being studied. All qualifications disclosed will be subject to a satisfactory check.

	Subject/Qualification
	Place of Study
	Grade/result
	Year obtained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Training Courses Attended

	Training courses that you have attended or details of courses that you are currently undertaking, together with the date completed or to be completed.

	Course Title
	Training Provider
	Duration
	Year obtained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Employment History

Please record below the details of your full employment history beginning with your current or most recent first. If required, please provide additional information regarding your employment history within the 'Supporting Information' section.

Current/most recent employer
	Employer Name
	


	Address
	

	Type of Business
	
	Telephone
	

	Job Title
	

	Start Date (MM/YYYY)
	
	End Date (MM/YYYY)
	

	F/T, P/T, voluntary
	
	Salary
	

	Reporting to (job title)
	
	Period of notice
	

	Reason for leaving (if applicable)

	

	Brief description of your duties and responsibilities

	



Previous Employer 1
	Employer Name
	


	Address
	

	Type of Business
	
	Telephone
	

	Job Title
	

	Start Date (MM/YYYY)
	
	End Date (MM/YYYY)
	

	F/T, P/T, voluntary
	
	Salary
	

	Reporting to (job title)
	
	Period of notice
	

	Reason for leaving (if applicable)

	

	Brief description of your duties and responsibilities

	




Previous Employer 2
	Employer Name
	


	Address
	

	Type of Business
	
	Telephone
	

	Job Title
	

	Start Date (MM/YYYY)
	
	End Date (MM/YYYY)
	

	F/T, P/T, voluntary
	
	Salary
	

	Reporting to (job title)
	
	Period of notice
	

	Reason for leaving (if applicable)

	

	Brief description of your duties and responsibilities

	






Previous Employer 3
	Employer Name
	


	Address
	

	Type of Business
	
	Telephone
	

	Job Title
	

	Start Date (MM/YYYY)
	
	End Date (MM/YYYY)
	

	F/T, P/T, voluntary
	
	Salary
	

	Reporting to (job title)
	
	Period of notice
	

	Reason for leaving (if applicable)

	

	Brief description of your duties and responsibilities

	








Previous Employer 4
	Employer Name
	


	Address
	

	Type of Business
	
	Telephone
	

	Job Title
	

	Start Date (MM/YYYY)
	
	End Date (MM/YYYY)
	

	F/T, P/T, voluntary
	
	Salary
	

	Reporting to (job title)
	
	Period of notice
	

	Reason for leaving (if applicable)

	

	Brief description of your duties and responsibilities

	






Previous Employer 5
	Employer Name
	


	Address
	

	Type of Business
	
	Telephone
	

	Job Title
	

	Start Date (MM/YYYY)
	
	End Date (MM/YYYY)
	

	F/T, P/T, voluntary
	
	Salary
	

	Reporting to (job title)
	
	Period of notice
	

	Reason for leaving (if applicable)

	

	Brief description of your duties and responsibilities

	









Previous Employer 6
	Employer Name
	


	Address
	

	Type of Business
	
	Telephone
	

	Job Title
	

	Start Date (MM/YYYY)
	
	End Date (MM/YYYY)
	

	F/T, P/T, voluntary
	
	Salary
	

	Reporting to (job title)
	
	Period of notice
	

	Reason for leaving (if applicable)

	

	Brief description of your duties and responsibilities

	






Please add additional employers/information on a separate sheet.

Employment Gaps

	If you have any gaps within your employment history, please state the reasons for the gaps below.

	






Supporting Information

In this section, please give your reasons for applying for this post and additional information which demonstrates that you have read the published person specification and how you meet the essential and (where relevant) desirable criteria for this particular position. This can include relevant skills, knowledge, experience, voluntary activities, training etc.

	* Supporting information (Please continue on additional sheets if necessary).

	




































































































References

Please provide the names and full contact details of the people who have agreed to supply references.  References must include at least two positions with separate employers and, as a minimum, cover a period of three years employment and / or training history, where this is possible.
  
Referees will be required to comment on your competence, personal qualities and suitability for the post.  This may be your line/department manager, or someone in a position of responsibility for any work experience or placement undertaken.  If you are a student or trainee this should include a teacher/tutor at your education institution.
 
If you have not been in employment for a considerable amount of time but have had previous employment, then you should seek one reference from your last known employer and a personal reference from a person of standing within your community such as a doctor, solicitor or MP. Where it is genuinely not possible to obtain references from any of the sources outlined above, you must provide contact details of two personal acquaintances who would be willing to give a reference. Personal acquaintances must not be related to you or have any financial arrangement with you.
 
Please note that all reference requests will be followed up and verified by the recruiting employer.
Referees may be approached prior to interview, unless you indicate otherwise below.

Referee 1

	* Type of Reference
	☐ Employer          ☐ Educational          ☐ Personal

	Title
	

	*Surname/Family name
	
	* First Name
	

	*Relationship
	

	Employer Name
	

	Referee Job Title
	

	*Address
	

	*Postcode
	

	Telephone
	

	Email
	

	*Can the referee be contacted prior to interview?
	☐ Yes          ☐ No




Referee 2
  
	* Type of Reference
	☐ Employer          ☐ Educational          ☐ Personal

	Title
	

	*Surname/Family name
	
	* First Name
	

	*Relationship
	

	Employer Name
	

	Referee Job Title
	

	*Address
	

	*Postcode
	

	Telephone
	

	Email
	

	*Can the referee be contacted prior to interview?
	☐ Yes          ☐ No




Criminal Convictions
Due to the nature of this post, it is exempt from the 1974 Rehabilitation Of Offenders Act (Exclusions & Exceptions) (Scotland) Order 2003.  This means that unless stated in the job description, person specification or application pack, you must tell us about any previous convictions either classed as ‘spent’ or ‘unspent’.  If you are offered employment, any failure to disclose such convictions could result in dismissal or disciplinary action.  Any information you give will be considered only in relation to the post for which this application form refers.  Information will be verified by Disclosure Scotland for relevant posts.

	* Have you any previous convictions?

	 Yes		 No 

	* Are you subject to pending criminal proceedings?

	 Yes		 No 

	If yes to either of the above, give details of ALL criminal convictions on a separate sheet of paper which should be returned with this form.  Should you be employed and a failure to disclose a conviction is subsequently discovered, you will be liable to dismissal or other disciplinary action. 

	







Declaration

The information in this form is true and complete.  I agree that any deliberate omission, falsification or misrepresentation in the application form will be grounds for rejecting this application or subsequent dismissal if employed by the organisation.  Where applicable, I consent that the organisation can seek clarification regarding professional registration details.  

	I agree to the above declaration

	Signature
	

	Name
	
	Date
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