[image: ]		
Application for Employment




Before starting to complete your application

All sections of the form must be completed.  If any question is not relevant please mark it n/a.  If there is insufficient space for your answer to any question, please staple an additional sheet to the application form. Please type or write clearly, as this form will be copied for the selection panel.

Completed applications should be returned by email to
steve.adams@staffordshire.foundation or steve.adams@shropshire.foundation

Or by post to our Stafford office, marking the envelope ‘Private & Confidential’, to
Steve Adams, Community Foundation, Philanthropy House, Priestly Court, Staffordshire Technology Park, Stafford, Staffordshire, ST18 0LQ



	
1. Post Applied For




	


	
2. Closing Date







	
3. Personal Details

	Name 
	


	Address
	




	Telephone
(Home)
	

	Telephone
(Mobile)
	

	Email
	











	
4. Current (or most recent) Employer


	Current Employer:


	Job Title:

	Address:






	Dates Employed:


Reason for wishing to leave:

	Current Salary:
	Notice Period:

	Outline of Main Duties & Responsibilities


















	
5. Previous Employers (Most Recent First).  Please detail any gaps in employment.


	Date from & to
	Employer
	Post Title & Duties
	Reason for leaving

	















































	
	
	





	
6. Supporting Information

Please look carefully at the Job Description and Person Specification and then describe how your knowledge, skills, experience or achievements are relevant to this post.  These may have been acquired through employment, voluntary work, education, home life or hobbies.

You may use a supplementary sheet if necessary.


	









	
7. Education

	


	School/College/University
	Qualifications Gained 





















	Year Awarded






	
8. Other Relevant Training Courses & Professional Qualifications


	Date
	Subject






	
9. Relevant Community & Voluntary Experience


	
























	
10. Additional Information

If there is any further information that you feel is relevant to your application, please include it here.  This may include personal interests or hobbies.


	





	
11. Employment References

Please provide the details of two people who can provide a reference for you in relation to the post you are applying for. At least one should be your present or most recent employer.  Referees should not be personal friends or relatives.


	Please tick if you do not wish this referee  to be contacted before the interview	    

	Name:

Address:





	Job Title:


	
	Telephone Number:

Capacity in which the referee knows you:





	Please tick if you do not wish this referee to be contacted before the interview          

	Name:

Address:





	Telephone Number:


	
	Capacity in which referee knows you:






	
12. Driving

Do you have a valid driving licence?				            Yes            No 

Will you have the use of a vehicle for work?				Yes            No 




	
13. Rehabilitation of Offenders Act

Do you have any criminal convictions other than those which are spent under the terms of the Rehabilitation of Offenders Act 1974?				Yes            No 

If yes, please give details of the conviction(s) and date(s)


 





14. Equal Opportunities

The Community Foundation for Staffordshire and Shropshire is an equal opportunities employer.  This means that we believe it is in the organisation’s best interests to employ the best qualified personnel and to provide equal opportunity for recruitment, progression and advancement of employees, including promotion and training, and not to discriminate against any person because of age, race, nationality, national origin, religion, marital status, disability, sex, gender or sexual orientation.


15. Living Wage

The Community Foundation for Staffordshire and Shropshire is accredited as a Living Wage Employer.  This means that our minimum salary will always meet or exceed the Living Wage as recommended by the Living Wage Foundation.


16.  Data Protection

The Community Foundation for Staffordshire and Shropshire is registered with the Information Commissioner’s Office for the purposes of data protection.  The information provided on this application form will be used solely for the purpose it has been requested, that being for the purpose of recruitment.  The information provided will be retained for a period of 6 months after the recruitment process has been completed.  More information is available in our data protection policy, which is available on our website, or by calling 01785 339540 or 01743 295900.


17. Declaration

I confirm that the information I have given on this form, to the best of my knowledge, is true and complete.  I understand that any false statement may be sufficient for rejection, or if employed, dismissal.


Signed by applicant:


Print Name:


Date:
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