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Application for employment

Confidential

This form must be completed in full by all candidates.  Please read the Job Description and Person Specification clearly before completing this form. Please note CVs will not be accepted.

	Job applied for:
	

	Closing date:
	


	1 Personal information

	Surname: 


	Forename(s): 



	
	Known as: 

	Permanent Address:

	

	Contact details

	Home: 
	Work: 

	Mobile: 
	E-mail: 

	


	2 Education

	Please give here relevant details of education and qualifications including current/proposed courses.

	Schools/College/Universities
	Dates
	Qualification(s) with dates

	
	
	


	3 Other training

	Please give details of other relevant training undertaken and any membership of professional associations.

	

	

	4 Employment

4.1 Present or most recent post (paid or unpaid)

	

	Job Title: 


	Salary: 



	Name and address of present or most recent employer: 



	Reporting to: 

	Date started: 


	Date of leaving: 

(if applicable)

	Reason for leaving: 



	Please give a brief description of duties and responsibilities: 



	4.2 Previous Posts

Please list all previous employment, starting with the post held immediately before the post described above

	Job title and name and address of employer
	Dates 00/00- 00/00
	Salary
	Brief description of main responsibilities
	Reason for leaving

	
	
	
	
	

	5 Supporting statement

	Please make full use of this section to give specific examples from your past experience of how you meet each competence listed in the person specification. You can expand this box to be a maximum length of two sides of A4.
1.  After induction, has the knowledge and ability to use FRU’s electronic systems including MS Office applications and the Salesforce database.

2. Has the ability to prioritise between competing demands, ensuring that responsibilities are covered overall.

3.  Has the ability to carry out duties and assist others without constant supervision, following guidance for routine issues and knowing when to refer to colleagues.

4.  Has the ability to accurately follow FRU administrative processes, ensuring attention to detail.

5.  Has the ability to provide excellent service and support to callers and enquirers, volunteers, colleagues and clients.

6.  Has the ability to open the FRU office and attend during core office hours each day.

7.  Understands the context and environment of FRU’s work.


	

	6 Additional information

	Do you need a work permit to work in the UK?:
	

	If yes please specify: 



	Please confirm the earliest date you can start work with us: 

	How did you find out about this vacancy?:


	Do you have any unspent convictions within the terms of the Rehabilitation of Offenders Act?:


	

	

	7 References

	Two referees are required. One of these should be your present, or most recent employer. These will not be contacted until after the interview.

	First Referee
	Second Referee

	Name: 
	Name: 

	Address: 
	Address: 


	E-mail address: 
	E-mail address: 

	Telephone number: 
	Telephone number: 

	Capacity in which known to you: 


	Capacity in which known to you: 




8 Declaration:

I declare that the information provided on this form, and on any accompanying documents, is true to the best of my knowledge and belief. I understand that false information may lead to the termination of employment or withdrawal of a job offer.

Signed:.................………………...…………… 

Date:......................................….....…………………

You should return your application to us by e-mail with the subject “Receptionist/Administrator Recruitment“ to office.manager@thefru.org.uk, 
	Interviews

	We will notify, by phone or email, those candidates who have been short listed by Friday 16th March and invite them to interview to be held at FRU’s offices on Tuesday 20th March.  
Please indicate any time when you would not be available for interview on Wednesday 20th March:




	Equal Opportunities Monitoring Form
	Confidential

	FRU is an Equal Opportunities Employer.  This form will be separated from the previous pages and will not be used in determining the outcome of your application.  This information will be treated as confidential, and used solely for monitoring purposes.


	Post applied for:  

	How did you find out about this vacancy? (please tick one box only)

	Evening Standard 
	
	Free Representation Unit website 
	

	Metro
	
	Recruit London Website
	

	Other (please describe)

	I would describe my ethnic origin as (please tick one box only)

	Please tick this box if you would prefer not to answer this question:
	

	White
	
	Asian or Asian British
	

	British
	
	Indian
	

	Irish
	
	Pakistani
	

	Any other white background
	
	Bangladeshi
	

	(please describe)
	
	Any other Asian background 
	

	Mixed
	
	(please describe)

	White & Black Caribbean
	
	Black or Black British

	White & Black African
	
	Caribbean
	

	White & Asian
	
	African
	

	Any other mixed background
	
	Any other Black background 
	

	(please describe)
	
	(please describe)

	Chinese or other ethnic group
	

	Chinese
	
	

	

	Any other background (please describe)

	Please describe your religious group

	Please tick this box if you would prefer not to answer this question:
	

	
	


	How would you describe your sexual orientation?

	Please tick this box if you would prefer not to answer this question:
	

	Heterosexual
	
	Lesbian
	

	Gay
	
	Bisexual
	

	Other (please describe):

	Please indicate your age, gender and date of birth

	Male
	
	Female
	

	Age
	
	Date of Birth:  

	Health

	Do you consider yourself to have a disability? 
	

	Yes
	
	No
	

	If YES please give details: 



	Do you have any other health problem, which limits your daily activities or the work you can do?

	

	Yes
	
	No
	

	If YES please give details: 
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