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EMPLOYMENT APPLICATION FORM

Richmond upon Thames Council for Voluntary Service

Richmond and Hillcroft Adult Community College (RHACC), Parkshot, Richmond, TW9 2RE
Email: jobs@richmondcvs.org.uk
  
Website: www.richmondcvs.org.uk  ___________________________________________________________________

You may reproduce this application form in an alternative format if you prefer.  Please ensure that all information is included.  A CV is not acceptable and will not be considered.

Job Title of post applied for:  Project Coordinator
How did you hear about this post?

PERSONAL DETAILS 
	First Name     

	

	Surname         


	

	Address      


	

	Post Code      


	

	Telephone      


	

	E-mail             


	


__________________________________________________________________________

REFEREES
Please give details of two people willing to act as referees for you.  They cannot be family members and one of these should be your current or most recent employer.

	Name


	
	Name
	

	Title


	
	Title
	

	Organisation
(if applicable)
	
	Organisation 
(if applicable)
	

	Address


	
	Address
	

	Telephone


	
	Telephone
	

	Email


	
	Email
	

	Known in what capacity?
	
	Known in what capacity?
	


EDUCATION

Please list all education establishments attended from secondary education onwards and details of qualifications obtained

	Establishments
	From - To
	Qualifications obtained



	
	
	



Please continue on a separate sheet if necessary

EMPLOYMENT HISTORY

Please give details of your employment, starting with your current or most recent employer.

	Organisation

Please include Reason for Leaving
	From-To
	Job Title
	Brief Description of Duties

	
	
	
	


Please continue on a separate sheet if necessary

Supporting Information
        

Guidance Notes      Delete before completing this section.
Paying careful attention to the Person Specification, please explain why you think you are suitable for the position.  Whether you are selected for interview will depend on the extent to which you address each of the requirements contained in the Person Specification.  Where you do not have direct experience of a specific task, please explain why you think you could undertake this part of the job and how your previous experience could contribute towards this.
Please continue on a separate sheet if necessary – please do not exceed two pages for your Supporting Information statement which includes this page
SPECIAL REQUIREMENTS      Delete as appropriate
Do you require a work permit to work in the UK?            


YES/NO
If you are selected for interview, are there any special arrangements 

you would like us to make?






YES/NO
Do you wish your application to be considered in relation to our 

commitment to being Disability Confident? 
  



YES/NO
__________________________________________________________________________

DIVERSITY AND EQUAL OPPORTUNITIES MONITORING

Please complete the Diversity and Equal Opportunities Monitoring Form with your application.  This will be detached from your application before shortlisting begins and the information given is used solely for monitoring purposes.  Thank you.

CRIMINAL RECORD 

Please note any criminal convictions except those ‘spent’ under the Rehabilitation of Offenders Act 1974.  If none, please state.  In certain circumstances employment is dependent upon obtaining a satisfactory basic disclosure from the Disclosure and Barring Service.

DECLARATION   Please read carefully before signing this application
I confirm that the above information is complete and correct and that any untrue or misleading information will give my employer the right to terminate any employment contract offered.   

___________________________________________________   _____________________
Signature







       
 Date

OFFICE USE ONLY

Shortlisted   YES/NO     
Attended Interview   YES/NO     
Offered   YES/NO

Appointed    YES/NO     
Satisfactory References received   YES/NO

Privacy Notice

In compliance with General Data Protect Regulations, Richmond CVS will only collect personal data and applicant information relevant to the recruitment process. This means we ask for data such as applicant’s name and contact details, education and employment history, and contact details for referees.  An applicant’s information will not be shared with a 3rd party unless required to do so by law.  We will retain applicants’ information for the duration of the recruitment period after which unsuccessful applications will be deleted.


