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        SODBURY TOWN COUNCIL
        APPLICATION FOR EMPLOYMENT

                       CONFIDENTIAL

PLEASE COMPLETE ALL THE QUESTIONS AND RETURN THE FORM TO THE TOWN CLERK, THE COURTYARD, 76 BROAD STREET, CHIPPING SODBURY, BS37 6AG.

Please submit your C.V. along with this application.

CLOSING DATE FOR APPLICATIONS – 5th March 2012
INTERVIEW DATE – 14th March 2012
	POST DETAILS

(to be completed in block capitals)

	Application for post of
	Administration Assistant



	PERSONAL DETAILS

	Title:
	

	Forename(s):
	

	Commonly known name (e.g. Mike as opposed to Michael):
	

	Surname:
	

	Address:

	

	Day-time Telephone Number:
	

	Evening Telephone Number:
	

	E-mail Address:

	

	Do you hold a full driving licence?
	YES / NO

	Do you have regular use of a vehicle?
	YES / NO

	CURRENT EMPLOYMENT
(or last employment if not currently employed)

	Employer Name:

	

	Employer Address:

	

	Job Title:

	

	Start Date:
	

	End Date (If applicable)
	

	Current Salary:
	

	Reason you wish to leave this post?

	

	What is your contractual period of notice?
	

	Brief Outline of Duties:

	

	PREVIOUS EMPLOYMENT
(start with the most recent)

	(1) Employer Name:

	

	Employer Address:

	

	Job Title:

	

	Start Date:
	

	End Date:
	

	Reason for Leaving:

	

	(2) Employer Name:

	

	Employer Address:

	

	Job Title:

	

	Start Date:
	

	End Date:
	

	Reasons for Leaving:
	

	EDUCATION

	ESTABLISHMENT
	DATE
	QUALIFICATION
	GRADE

	
	
	
	


	ESTABLISHMENT
	DATE
	QUALIFICATION
	GRADE

	
	
	
	

	TRAINING

(Please highlight relevant training, starting with the most recent)

	Course Name & Date

	Qualification

	COMMUNITY ACTIVITY / VOLUNTARY SECTOR WORK

           (Please highlight your experience of working in your local community 

or the voluntary sector)

	

	SKILLS, ABILITIES, KNOWLEDGE AND EXPERIENCE

(This section is the most vital part of the form.  We need you to give us specific information in support of your application in order for us to shortlist in a fair and unbiased way, for example, please provide details of how you have led projects, your role and the ways you contributed to the success of the project – examples can be drawn from any area of your life, not just your employment history).

Please use the criteria in the job description as headings for your response

	


	

	INTERVIEW DATE

                   (Please indicate below any forthcoming dates when you will not be available for interview)

	

	REFERENCES
(Please provide details of 2 referees, one of which must include your current or last employer / line manager or voluntary sector contact.  Please note that references must cover the last three years.  Referees will not be obtained unless we intend to offer you the position)

	(1) Name:
	

	Address:

	

	Telephone Number:
	

	In which capacity known to you:
	

	Please confirm we can contact this referee:
	YES / NO

	(2) Name:
	

	Address:

	

	Telephone number:
	

	In which capacity known to you:
	

	Please confirm we can contact this referee:
	YES / NO

	COUNCIL RELATIONSHIPS

	Are you related to any employee or Councillor of Sodbury Town Council?
	YES / NO

	If YES, please give their name, position and relationship:
	

	CONVICTIONS (Rehabilitation of Offenders Act 1974)

	A criminal record is not necessarily a barrier to employment.  Each case will be dealt with on its merits.  The Rehabilitation of Offenders Act 1974 gives individuals the right not to disclose details of old offences as they are deemed to be ‘spent’.  However for some jobs, employers are allowed to ask about these offences, such as those working with children or vulnerable adults, which require a check on previous convictions, (including those deemed to be spent), plus details of any cautions, reprimands, warnings, bindovers or no case to answer.  It is your responsibility to distinguish between these convictions, which require to be declared and those that do not.

	Any convictions declared?
	YES / NO

	If yes, please state details:


	

	DECLARATION

	I declare that to the best of my knowledge the information on this application is true.  I understand that if the information I have supplied is false or misleading in any way, I will automatically be disqualified from appointment or dismissed without notice.

	Signed:                                                           Date:



	DATA PROTECTION ACT

	Under the terms of the Data Protection Act 1998 the information provided on this form will be held in confidence and used for the purpose of Recruitment and Selection and Personnel Administration and no other purposes.


STC Procedures:  Application for Employment


