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City & Hackney Carers Centre




APPLICATION FORM

(Please write clearly and complete in black ink or type)

Job title: Advice Officer

How did you hear about the vacancy: _____________________________________

PERSONAL DETAILS

Please state name in full using BLOCK CAPITALS and underline surname or family name

Full Name: Mr/Mrs/Ms/Miss: ______________________________________________

Address
__________________________________________________________

__________________________________________________________

Post code
_________________  
Tel: Home:    _________________________  
Mobile phone: ___________________
N. I. Number: _________________________
E-mail: ________________________
EMPLOYMENT HISTORY Please start with the most recent or current employer
	Employer’s name and address

	Position held 
	Dates (from/to)
	Main Duties
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


EDUCATION AND QUALIFICATIONS

	School/College/other
	Full/part-time
	Dates attended
	Qualifications obtained and date

	
	
	
	

	
	
	
	

	
	
	
	


OTHER RELEVANT TRAINING COURSES AND OR VOLUNTARY WORK (with dates)

	Training Course/Voluntary Work Details
	Dates
	Main Duties

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PERSON SPECIFICATION CRITERIA

Please read the job description carefully and person specification carefully.  Please demonstrate how your skills and abilities meet the points laid out in the person specification particularly. Tell us about the knowledge, skills, and experience you may have gained through either paid, unpaid or voluntary work (use additional sheet if required). If you do not complete this page your application will not be considered.
OTHER INFORMATION

MEDICAL HISTORY

How many days have you had off work due to sickness in the last 12 months?  __________

Have you been absent from work for any periods lasting more than 2 weeks during the past 2 years?  If yes, please give details including any caring responsibilities you may have that have caused you to be absent from work.
__________________________________________________________________    

__________________________________________________________________

Please note: should we request references we will be asking referees to comment on attendance and sickness records.

RIGHT TO WORK

Do you need a work permit to take up employment in the UK?    Yes / No (please circle)

Details: ______________________________________________________________ 

DISABILITY

Do you have a disability?
Yes/No

If so, what adaptations would we need to make to enable you to do your job at the Carers Centre?

_______________________________________________________________________  

_________________________________________________________________________________ 

CRIMINAL CONVICTIONS

Have you ever been convicted of a criminal offence? (which is not a spent conviction under the Rehabilitation of Offenders Legislation)      Yes / No     (please circle)

If yes, please provide preliminary details, including all relevant dates:

Depending on the nature of the vacancy for which you are applying, employment may be subject to receipt of a satisfactory disclosure from the Criminal Records Bureau.  Information received will be treated in the strictest confidence and will generally be retained by the Organisation for a period of 6 months or for as long as is deemed necessary.  A criminal record will not necessarily be a bar to obtaining employment with the Organisation.

Are you willing to work overtime and weekends when required?

Yes/No

REFEREES

Please supply the names of 2 referees, one of whom should be your current or a recent employer.  The other may be someone who has known you in a personal capacity but not related to you in any way.  

1.  Name
____________________________________________    

    Job title 
____________________________________________ 

    How do you know this person?_____________________________    

    Address _______________________________________________

    ______________________________________________________  

   Telephone _____________________________________________ 

May we contact this referee before the interview?  Yes/No

2.  Name
____________________________________________    

    Job title 
____________________________________________ 

    How do you know this person?_____________________________    

    Address _______________________________________________

    ______________________________________________________  

   Telephone _____________________________________________ 

May we contact this referee before the interview?  Yes/No

STARTING DATE

If offered this post, when would you be able to start work? _____________________

DECLARATION OF APPLICANT

I confirm that the above information is correct.  

I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable for dismissal.

I consent to The City & Hackney Carers Centre using and keeping information I have provided on this application or elsewhere as part of the recruitment process and/or personal information supplied by third parties, such as referees, relating to my application or future employment.  I understand that the information provided will be used to make a decision regarding my suitability for employment and, if successful, the information will be used to form my personnel record and will be retained for the duration of my employment and as long as is deemed necessary thereafter.  If I am not successful, I understand that the City & Hackney Carers Centre will retain the form for as long as is deemed necessary for the purpose of recruitment and that the Centre may use it to contact me in the event of there being any other vacancies for which I may be suitable.

Signature:  _____________________________
Date:  ____________________ 

Please return to: Tahmina Khanam, Carers Services Manager, City & Hackney Carers Centre, Prideaux House, 10 Church Crescent, London E9 7DL or email Tahmina.Khanam@hackneycarers.org.uk 
Closing Date: Thursday 2nd November (12 noon)
For office use only:  Application number:__________________       Received: _________________________
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