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APPLICATION FOR EMPLOYMENT
	If you wish to continue any section on plain paper, please do so.  Please include any relevant information on the application form and in the letter of application.   Please note that CVs submitted without a formal application form will not be accepted for consideration.


	JOB DETAILS

	Job applied for
	TEAM ADMINISTRATOR

	PERSONAL DETAILS

	Title
	
	Surname
	

	Forenames
	

	Previous Names
	

	Address
	

	
	Post code
	

	Home telephone
	
	Mobile telephone
	

	Email address
	

	Do you hold a full driving licence?
	Yes
	
	No
	

	UK National Insurance Number
	

	Do you require a Work Permit to work in the UK?
	Yes
	
	No
	

	EDUCATION, TRAINING AND QUALIFICATIONS (Please list most recent first)


	School/College/Training Provider/University
	Qualification(s) Gained

(where applicable)
	Grade

(where applicable)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	MEMBERSHIP OF PROFESSIONAL ORGANISATIONS 



	

	PREVIOUS OCCUPATIONS AND EXPERIENCE 

Please set out details of previous posts, starting with the most recent but excluding your present post


	Job Title

	Employer
	Date of

Appointment
	Date of

Leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	PRESENT POST 

	Post Held
	

	Employer
	

	Date of Appointment
	
	Present Salary
	
	Period of notice needed
	


	Brief description of main duties and responsibilities

	


	REFEREES

Please supply the names and addresses of two persons to whom reference can be made.  One of the referees should be your present or most recent employer

	Name
	

	Capacity in which known to you
	

	Address
	

	Contact Tel No
	
	Email
	

	May we contact them prior to interview?
	YES
	
	NO
	

	Name
	

	Capacity in which known to you
	

	Address
	

	Contact Tel No
	
	Email
	

	May we contact them prior to interview?
	YES
	
	NO
	


	LETTER OF APPLICATION 

Please attach a letter of application indicating the knowledge and skills you would bring to the job.   We are looking for evidence that you have the skills, abilities, knowledge and experience needed to perform the job you are applying for.  You may draw on paid or unpaid work, education, leisure interests and voluntary activities.

Please note that CVs submitted without a formal application form will not be accepted for consideration.

	Please declare any personal relationships with existing Skills and Education Group employees. 

A personal relationship is defined as:

· a family relationship (people who are related by blood, marriage or civil partnership, or who co-habit or are dependants of such people)

· a romantic/sexual relationship 

Failure to disclose such a relationship may disqualify your application.



	Should it be found that the successful applicant has failed to disclose information as requested on this application form, or provided false information, such action may lead to dismissal or disciplinary action by the Company. 

General Data Protection Regulation (GDPR)
I understand that this personal information may be entered on the Company’s computerised HR system and held within a manual filing system.  Information provided is subject to the General Data Protection Regulation (GDPR). 

I understand that if I am unsuccessful, information will be retained on file for no longer than six months after the end of the recruitment process and the data will not be disclosed to any third parties without my consent.  At the end of that period data will be deleted or destroyed.

If my application for employment is successful, personal data gathered during the recruitment process will be transferred to my personnel file and retained during my employment. The periods for which my data will be held will be provided in a privacy notice.
I certify that to the best of my knowledge the information I have given is true and correct record.
Signed

Date

Ticking this box acts as your signature and certifies this document as a true and accurate record



	When complete please return to Tracy Roser, Head of HR, Skills and Education Group, Robins Wood House, Robins Wood Road, Aspley, Nottingham, NG8 3NH in an envelope marked 'CONFIDENTIAL'  or email to AmandaH@skillsedugroup.co.uk to arrive no later than 5 pm on Monday 7 December 2020.  Interviews will be held on Wednesday 9 or 16 December 2020 at Robins Wood House in Nottingham.
In order to minimise our administration costs, should you not hear from us within four weeks of the closing date, we regret your application has been unsuccessful


