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Application Form	     	Argyll and Bute CAB
To apply for this role, please complete this application form and send it to recruitment@abcab.org.uk   

In order for your application to be considered, please ensure you complete all sections of this form. Please do not send in your CV as we will only consider your completed application form.
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Please complete your details below:

	Title
	 

	Full name
	

	Previous name(s) if applicable (please include dates)
	 

	Address
	 

	Email address
	 

	Contact telephone number
	 

	Role applied for
	 

	Where did you see the job advertised?
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How we use your information
Argyll & Bute CAB collects and uses the information you provide in this application form to manage the recruitment process and decide whether to offer you employment.
We process your personal data because it is necessary to take steps before entering into an employment contract and because we have a legitimate interest in running a fair and effective recruitment process.
If your application is unsuccessful, we will normally keep your information for six months after the recruitment process has ended, unless there is a clear reason to keep it for longer. If your application is successful, relevant information will form part of your personnel record.
You have rights in relation to your personal data. These include the right to access your information, ask for it to be corrected or deleted, restrict how it is used, or object to how it is processed. You also have the right to make a complaint to the Information Commissioner’s Office (ICO).
Full details about how we use applicant information, including who to contact, are set out in our Job Applicant Privacy Notice.

☐ I confirm that I have read, understood and agree to the Privacy Notice for Job Applicants.
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Any offers of employment with ABCAB are conditional upon receipt of satisfactory references.  Please provide below the names and contact details of at least two referees covering your last 5 years of employment (include additional boxes if necessary). 

If you have been in full-time education during this time, please provide details of where an academic reference can be obtained. 

For each reference, please detail the following information:

Referee 1 
	Name of referee
	

	Job title of referee
	

	Organisation 
	

	Address
	

	Email Address
	

	Contact Telephone Number
	

	Dates employed
	




Referee 2
	Name of referee
	

	Job title of referee
	

	Organisation 
	

	Address
	

	Email Address
	

	Contact Telephone Number
	

	Dates employed
	



Please note that we will not contact any referees until an offer of employment has been made and your authorisation has been obtained. 
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Right to Work in the United Kingdom

All employees must be able to demonstrate that they are legally entitled to work in the United Kingdom. 

In order to apply for employment with ABCAB, you must declare that you have the right to work in the United Kingdom and that, if successful, you will be able to provide the necessary documentation (typically a passport or a birth certificate, together with your National Insurance Number).

By completing this application form, you are declaring that you are legally entitled to work in the United Kingdom.

Please state below, by selecting the statement that applies to you, if there are any restrictions or limitations on your legal right to work in the United Kingdom.

	☐ 
	
I confirm that I have the right to work in the United Kingdom without restriction.


	☐ 
	
I confirm that I have the right to work in the United Kingdom until ___________ and I hold the appropriate Visa documentation to confirm this right. I have no restrictions or limitations on my Visa.


	☐ 


	
I confirm that I have the right to work in the United Kingdom until ___________ and I hold the appropriate Visa documentation to confirm this right. I am restricted to (please detail any restrictions or limitations on working in the UK):
______________________________________________________________________________________________________________________________________________________________________________________________________



Equal opportunities
Argyll & Bute CAB is committed to equality, fairness and inclusion. We welcome applications from people of all backgrounds and aim to make sure everyone is treated fairly throughout the recruitment process.
We will not treat any applicant less favourably because of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, or sexual orientation.
All recruitment decisions are based on skills, experience and abilities that are relevant to the role.
Equality and diversity monitoring
Any equality and diversity monitoring information, if requested separately from this application form, is collected only to help us understand who we are reaching as an organisation.
This information is kept separate from the recruitment process and is not seen by anyone involved in shortlisting or interview decisions.
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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
	 

	Dates employed: from (MM/YY) to (MM/YY)
	 

	Final salary
	

	Notice period (if applicable)
	 

	Reason for leaving 
	 


Please give a brief outline of your main responsibilities and achievements:






Previous employers: Continue on separate sheet and include additional boxes if necessary

	Name, full address & telephone number  of employer
	 

	Job title
	 

	Dates employed: from (MM/YY) to (MM/YY)
	 

	Notice period (if applicable)
	 

	Reason for leaving 
	 


Please give a brief outline of your main responsibilities and achievements:









	Name, full address & telephone number  of employer
	 

	Job title
	 

	Dates employed: from (MM/YY) to (MM/YY)
	 

	Notice period (if applicable)
	 

	Reason for leaving 
	 


Please give a brief outline of your main responsibilities and achievements:







Career breaks
We recognise that people may have gaps in their employment history for many reasons, including caring responsibilities, health reasons, training, volunteering or other life circumstances.
Career breaks will not disadvantage your application. You are welcome to explain any gaps in employment in this form if you wish.

	Dates
	Reason for break
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Please give details of your qualifications below, beginning with the most recent. 

Education:

	Dates
	Institution name
	Qualification
	Grade

	
	
	
	

	
	
	
	

	
	
	
	





Membership of professional bodies:

	Date joined
	Professional body
	Category of membership

	
	
	

	
	
	

	
	
	




Additional qualifications: 

	Date completed
	Course
	Brief description
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In this section we would like you to give your reasons for applying for this post. Bearing in mind the job description, please provide examples demonstrating what experience, skills and qualities you would bring to this job. Your statement should not be longer than one page.
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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 to:-
recruitment@abcab.org.uk 
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