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Private and Confidential

Application Form 

Post applied for:  Senior Administrator (July 2017)
​​​

	Contact Information

	Surname
	     
	First Name
	     

	Address
	     

	
	     
	Postcode
	     

	Phone (day) 
	     
	Phone (eve)
	     

	Phone (mobile)
	     
	
	

	Email address
	     

	If shortlisted, are you available on the interview day specified (Wednesday 26th July 2017)?
	Yes / No (if no, please call asap to discuss)


	Education and Professional Qualifications
Please list in date order starting with the most recent

	Dates

(from / to)
	Establishment

(Name and Address)
	Level and Subject 
	Qualification gained

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Other Training Attended

Including relevant short / in service training courses

	Dates
	Details

	     

	     


	Work / Professional Experience:

Please tell us about your relevant work experience including any regular part time, casual or voluntary work. Start with your present / most recent work. Continue on an additional sheet if needed using format below. 

	Employer Name
	     

	Address


	     

	Position held
	     
	Hours per week
	     

	Dates (from / to)
	     
	Salary
	     

	Key duties and responsibilities


	     

	Reason for leaving
	     


	Employer Name
	     

	Address


	     

	Position held
	     
	Hours per week
	     

	Dates (from / to)
	     
	Salary
	     

	Key duties and responsibilities


	     

	Reason for leaving
	     


	Employer Name
	     

	Address


	     

	Position held
	     
	Hours per week
	     

	Dates (from / to)
	     
	Salary
	     

	Key duties and responsibilities


	     


	Reason for leaving
	     


	Supporting Statement

Please tell us why you want to be considered for this particular post within Wheels for Wellbeing and why you think you are suitable for the job by showing how you meet the requirements of the person specification. Use 1 (maximum) additional A4 sheet if you need to and ensure you name is marked clearly.


	     



	References

(Please give the names of two people, not relatives who will provide a reference. One of these must be a current or most recent employer)

	Name
	     
	Name
	     

	Job title 
	     
	Job title
	     

	Company
	     
	Company
	     

	Address
	     
	Address
	     


	Telephone
	     
	Telephone
	     

	Email address
	     
	Email address
	     

	Relationship to you
	     
	Relationship to you
	     

	Any offer of employment will be subject to satisfactory references. Can we take up reference prior to interview? (Y / N)

	Reference 1
	     
	Reference 2
	     

	Are you allowed to work legally in the UK? (Y/N)
	     


	Declaration

	To the best of my knowledge I declare that the information contained in this application form is accurate and correct.

I understand and agree that:

a) The provision of false information may result in disqualification from the recruitment process or termination of employment. 

b) Where I cannot provide evidence of qualifications, suitable references and/or the right to live and work in the United Kingdom the offer of employment may be rescinded and/or employment terminated.

c) Under the Rehabilitation of Offenders Act (if it applies to the post for which I am applying) failure to disclose any convictions spent or otherwise will result in non-appointment or disciplinary action and potential dismissal.

d) Where the post for which I am applying requires a background check, I hereby agree to the relevant check being made by the relevant organisation about the existence and content of a criminal records spent or otherwise.

e) All information contained in this form will be treated as strictly confidential, and used only for recruitment purposes. By supplying information, you are indicating your consent to the information being processed for all employment purposes as defined in the Data Protection Act 1998, and any verification checks that may be made.

Signature:        
Date:      
Please return completed forms by 12 pm on Friday 14th July  (including Equal Opportunities Monitoring Form and Declaration of Criminal Record forms) via email or postal address as follows:
info@wheelsforwellbeing.org.uk  
Joanna Sopylo-Firrisa, Wheels for Wellbeing, 336 Brixton Road, SW9 7AA


	Signed:
	     

	Date:
	     


Notes for completing the application form

Please read these notes carefully. They explain how we would like the form completed.
1. Read the Job Description and Person Specification carefully. They will tell you what the job is about and what experience, skills, knowledge, attitudes and behaviours we are looking for in potential candidates. If you wish to clarify any aspects of the job, do not hesitate to contact Isabelle Clement (Director) on 020 7346 8482.
2. The skills, knowledge and experience could have been gained in paid or voluntary work. Relate your answers to the Person Specification and Job Description. The recruitment panel will only be able to interview the applicants who demonstrate that they meet at least the essential criteria for the job.
3. Explain any significant gaps that are not covered by the education, training, paid or unpaid employment which you have listed on the form.
4. Do not send CVs. Decisions to interview will be based on the answers provided to the questions on the application form.
5. References should be people who are able to relate their opinion of you to the skills, knowledge and experience needed for the post.
6. If you are completing your application in paper form, type or write in black ink & in capitals. 

7. You are welcome to use additional sheets of paper if there is not enough space on the form but be concise in the information you provide and make sure your name is written clearly on each.
8. Ensure you complete and return the Equal Opportunities Monitoring form. It is for monitoring purposes only and will not be used to decide who to recruit.

9. Please complete and return the Declaration of Criminal Record part of the form. 
10. Interviews for this post are planned for Wednesday 26th July, 2017 at our Brixton office
11. If you have not heard from us 14 days after the closing date you can assume you have not been shortlisted. 


Equal Opportunities Monitoring Form
The information collected on this form will only be used for monitoring purposes. It will be treated in strict confidence and will not be used to shortlist who to interview. Completion of this form is voluntary. If you choose not to complete this form, it will not adversely affect your application. However, we would appreciate your co-operation to enable Wheels for Wellbeing to monitor its Equal Opportunities Policy. Once you have completed this form, please print and send it to us. It will not be opened until after the recruitment process has ended.

Job applied for: 



Senior Administrator (July 2017)
Where did you see the advertisement? 
     
Please tick  the appropriate boxes below:
1. How would you describe your ethnic origin (tick one box)?
	White British
	

	
	Black British


	

	Any other white background Please specify 



	

	
	Any other black background Please specify 



	

	Asian British
	
	
	Mixed Heritage
Please specify 



	

	Any other Asian background Please specify 



	

	
	Other ethnic groups 

Please specify 



	


2. Preferred language if not English : 
3. Gender:

  Female
  Male


4. You are considered to be ‘disabled’ under the Equality Act 2010 if:
“You have a physical or mental impairment that has a ‘substantial’ and ‘long-term’ negative effect on your ability to do normal daily activities.”

Do you consider yourself to have a disability?
  No
  Yes


5.  Age  :

  65+  41 - 65 

  26 - 40 

  18 - 25 


6. How would you describe your religion or belief?


  Jewish
  Hindu
  Buddhist
  Christian


  Prefer not to say
  None
  Sikh
  Muslim


  Other, please specify 
7. What of the following describes your sexual orientation?


  Transgender 
  Gay/Lesbian
  Bi-sexual
  Heterosexual           

  Prefer not to say


Declaration of Criminal Record 

Because of the nature of the duties you will be expected to undertake, you are required to disclose details of any criminal record.  Only relevant convictions and other information will be taken into account so disclosure need not necessarily be a bar to obtaining this position.
Please answer the questions below and return this form with your application form but in a separate, sealed envelope.  This will not be opened unless we are considering offering you the post and the information contained will be treated with the strictest confidence.
Criminal convictions:

Have you ever been convicted in the courts or cautioned, reprimanded or given a final warning by the police?  (Note that the post you have applied for is excepted from the Rehabilitation of Offenders Act 1974, which means that all convictions, cautions, reprimands and final warnings on your criminal record need to be disclosed, including those that are spent.) 

YES / NO (please delete)
If yes, please full details of offences, penalties and dates:
	     



Police Enquiries:

Are you aware of any police enquiries undertaken following allegations made against you, which may have a bearing on your suitability for this post?
YES / NO (please delete) 

If yes, please give full details:
	     



Name (printed):
     


 
Signed: 
     
Date: 


     


Name:


Post:  Senior Administrator

