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CONFIDENTIAL APPLICATION FORM

Please complete this form in black ink or type

Please note that only the information given in this application form will be considered in determining whether or not you will be called for interview.  Please specifically address the criteria detailed in the Person Specification. 

CVs will not be considered.

	1. JOB DETAILS
Post applied for :                                                                 


	2. PERSONAL DETAILS
Title                      Surname
First Names

(Underline the name by which you want to be known)


	List below any other names by which you have been known



	Address

Post Code

Email address (if you may be contacted by E mail)


	Home Telephone

Mobile Telephone

Work Telephone

May we contact you at work?   Yes / No



	National Insurance No.



	Do you need a Work Permit before you can be employed in this country?   Yes / No

If yes, please give details



	Do you have any disability which may affect your application or employment?    Yes / No

If yes, please give details

Do you have any medical conditions which may affect your work?     Yes/No

If yes, please give details

We ask this question to enable us to consider any adjustments that we can make, either to the recruitment process itself or in employment, in order to assist you.

	If appointed, how soon could you take up the post?



	Have you had any previous contact, or do you have any current contact, with the YMCA?    Yes / No

If yes, please give details



	Do you hold a current UK driving licence?   Yes / No / Not required for this post



	3. MEMBERSHIP OF PROFESSIONAL BODIES.

Are you a member of a professional body? If so, please include the date obtained.


	4. EDUCATION, TRAINING AND DEVELOPMENT
Please list your academic and other relevant qualifications, and dates passed starting with the most recent.

Date (month-year)                        Qualifications

If the post requires specific qualifications you will be required to provide documentary evidence before employment.

Please describe other relevant learning opportunities eg training courses

Date (month-year)                       Learning opportunity

(continue on additional sheet if necessary)



	5. PRESENT OR LAST EMPLOYER
Employer’s name and address

Post held                                                                   Date commenced                                           

If left, give date and reason for leaving                 

Please give a brief description of your duties and responsibilities

(continue on additional sheet if necessary)
6. PREVIOUS EMPLOYMENT 
Please give details of previous paid employment.  For each job give date of employment, employer, and duties undertaken, starting with the most recent first.

Dates                               Employer                               Duties undertaken                              Reason for leaving

(month-year, from - to)

(continue on additional sheet if necessary)



	Please give details of any relevant skills/experience gained outside employment (eg through voluntary service).



	7. REFERENCES
We will always take up the employment references from your current or most recent employer if you have one.  Please provide the employers name and address and the name and address of the person who is authorized to give the reference (not a work colleague).  Please also give the name and address of another person willing to act as a referee.  This could be another employer or someone best able to write a reference in support of your application.  You should not provide names of friends or relatives.
References will only be requested after you have accepted a job offer.


	Referee 1
Name
Position
Address

Post code
Telephone No.
In what capacity does this person know you?


	Referee 2
Name
Position

Address

Post code
Telephone No.
In what capacity does this person know you?



	8. SUPPORTING INFORMATION
Please detail how you meet the person specification for this post, illustrating with examples from work, voluntary or life experiences, and stating why you are applying for this job.

9. DECLARATION  I declare that the information I have given on this form is correct and complete. False or misleading statements may be sufficient grounds for cancelling any agreements made, or for disciplinary action to be commenced.

Signed ______________________________________   Date _____________________________

Declaration of Criminal Convictions
This declaration must be completed as Woking YMCA is entitled to ask exempted questions relating to the Rehabilitation of Offenders Act 1974.  If you are selected for interview, the interview panel chair person will go through it with you.

Having a criminal conviction does not exclude you from employment.  All such information you provide below will be completely confidential and will be considered only in relation to your application for the post. If your application is successful, a Criminal Records Bureau (CRB) check will be taken.
Please give details of any existing convictions or pending criminal proceedings:

(continue on additional sheet if necessary)
I declare that I have no convictions that have not been declared, and understand that failing to provide such information could lead to termination of employment.

Signature of Applicant: _________________________ Date: ____________

Please Print Name: _____________________________________________
Equal Opportunities Monitoring

Woking YMCA is an equal opportunities employer, and operates a monitoring procedure to record the sex and ethnic origin of all job applicants.  We use the information provided to check our recruitment and selection processes which ensures that no group is at a disadvantage, either directly or indirectly.

The information you provide will be treated in the strictest confidence, and will not affect your application.  

GENDER

MALE

FEMALE

I would describe myself as being of the following ethnic origin (please circle)

White British

Irish

White & Black Caribbean

White & Black African

Asian or Asian British

Indian

Pakistani

Bangladeshi

Black or Black British

Caribbean

African

Chinese
Other

Do you consider yourself to have a disability?  Yes          No

If ‘Yes’, please give details, including any assistance required at interview.

Date of Birth (or decline to say):




September 2010
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