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                  Application Form  

                         (Management and Administrative)
                             Strictly private and confidential
	Position applied for :


Personal Details

	Forenames (in full):

Surname:

Address (including postal code):

Telephone number (Day) :

                          (Evening):

                          (Mobile):

E-mail address:

National Insurance number:




Next of Kin

	Please use this space to provide us with details of a person whom we may contact in case of an emergency

	Name:

Address:

Telephone number (home):

                               (mobile):

Relationship to applicant:


Education

Please record below the details of any schools and higher education you attended.

	Educational institution attended


	      Year
	Qualifications and grades obtained

	
	
	


Current Employment

	Name and address of current employer


	Post held
	Date employment commenced


	Reason for seeking alternative employment



	
	
	
	


Please use the box below to describe your duties and responsibilities in your current position highlighting any skills and experience that could be relevant to your application.

(Continue on another sheet if necessary)
	


Employment History

Please record below the details of your previous employment beginning with the most recent first.

	Name and address of employer


	Post held
	Start date – End date


	Reason for leaving



	
	
	
	


Have you ever been dismissed from employment for a reason other than redundancy?    YES/NO (Delete as appropriate)

If yes please give details:

Professional Qualifications

Please record in the box below any professional qualifications and training courses you have attended. 
	Name of  institution attended


	Course details


	Year


	Qualification and grade obtained



	
	
	
	


Please give details of any continuing professional development or membership of any professional bodies.

	


Please summarise your computer literacy

	


Supporting Information

Please use the box below to indicate why you are interested in this particular post, give details of any achievements, interests, personal qualities and other additional information which you feel may support your application.

(Continue on another sheet if necessary)

	


References

Please give details of two people we may approach for a reference.

 If you have been employed these should be your present or most recent employers, someone of a professional body who can comment on your competence, personal qualities and suitability for this post.

If you have no previous working experience a reference from an educational institution or professional body will be acceptable.
Personal references such as friends and relatives are not acceptable.

	Name:

Occupation:

Address:

Contact number:
E-mail:
In what capacity does this person know you:


	Name:

Occupation:

Address:

Contact number:
E-mail:
In what capacity does this person know you:




Driving History
	Do you hold a current full driving licence? YES / NO  (Delete as appropriate)

If yes do you have any driving endorsements?  YES / NO  (Delete as appropriate)

If yes please state:

Do you have access to a vehicle you could use for work purposes?  YES / NO

                                                                                               (Delete as appropriate)

Are you willing to relocate?  YES / NO  (Delete as appropriate)




Canvassing
	As far as you are aware, are you related to any Member of Office of the

 St Vincent de Paul Society? If so, please give details. Please note canvassing of Members or Senior Officers of the society will disqualify you from appointment.




Criminal Convictions

	Please give details of any criminal convictions you have had (excluding any spent) under the Rehabilitation of Offenders Act 1974:

A copy of the SVP Recruitment of Ex-offenders Policy can be obtained on request by calling 020 7703 3030 or e-mailing info@svp.org.uk



Where did you find this vacancy advertised?
	


Declaration

	I declare that the information given is correct and to the best of my knowledge. I understand that deliberately giving false or incomplete answers could disqualify me from consideration, or, in the event of my appointment, make me liable for dismissal. If appointed I give my consent under the Data Protection Act 1998 for the St Vincent de Paul Society to retain and to make reasonable use of the personal information I have provided in connection with its employment policies, procedures and practices.
Signed:                                                                                  Date:




