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Application for Employment
Post applied for:

Please complete the form in black ink or type.
Post reference number (if known): 
Section 1. 
Personal details
Forename: 
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Post applied for:

Title:

Address:

Postcode: 
Surname: 
Home phone:

Mobile phone:

Work phone: 
Title: 
Period of notice required:

Salary:

Job Title:

Dates:

Name and address of employer:
Postcode: 
Phone:

Name of immediate supervisor:

Title: 
Main duties and responsibilities (including, if applicable, the number of people under your supervision):

Reason for leaving:

Section 3. 
Previous Employment

(Please list the most recent first, including any unpaid or voluntary experience.)
	From:
	To:
	Employer:
	Position:
	Reason for leaving:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Section 4. 
Education and qualifications

	From:
	To:
	Secondary School / Further or            Higher Education 
	Examinations and Results

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 5. 
Other qualifications and training

	From:
	To:
	Other qualifications 
	Examinations and Results

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Year of award:
	Professional Membership and Qualifications
	Level

	
	
	
	

	
	
	
	

	
	
	
	


Section 6. 
Relevant information and experience

The information you provide in this section is important in assessing your application. Please use this space to state your reasons for applying for the post and relate your skills, experience and personal qualities to the job requirements. You may draw on knowledge, skills, abilities and experiences gained from paid work, unpaid work, domestic responsibilities, education, leisure interests and voluntary activities. In doing so it will help your application if you can relate your experience to the Person Specification for this post. Please note: if you require more space please supply on a sheet of A4, using no more than two sides, and attach it to the back of this application pack.
Section 7. 
Other information

7.2 Health: How many days have you been absent from work due to illness in the last 12 months?
If over 10 days, please give details of duration of absence(s) and the cause(s):

7.1 Please give details of any periods of time not accounted for in previous seasons:
Have you had any health problems in the last 12 months? 

Yes

No
If yes, please give details:
7.4 Disability: Do you have any disabilities? 



Yes 

No


If you regard yourself as disabled, are there any reasonable adjustments that you feel should be made to the selection arrangements to assist you in your application for this job? (e.g. assistance of any sort to enable you to attend an interview/undertake tests relevant to the position) and/or are there any reasonable adjustments which you feel should be made in the working arrangements which would enable you to carry out the job?

If yes, please give details:

7.6 Are you a close relative of any Board member of Tuntum Housing Association?










Yes

No
If yes, please give details:
7.8 Are you legally entitled to work in the United Kingdom? 

Yes

No
7.5 Are you a close relative of, or have a close personal relationship with, any member of staff or committee member of Tuntum Housing Association?


Yes

No
If yes, please give details:
7.3 Convictions: Have you ever been formally cautioned or convicted of a criminal offence?











Yes

No
Applicants for office based jobs may exclude all spent convictions under the Rehabilitation of Offenders Act 1974.            Applicants for jobs in Housing with Care & Support must include all formal cautions and convictions.

If yes, please give details:
7.7 Are you, or have you ever been, a tenant of Tuntum Housing Association?











Yes

No
If yes, please provide the address of the tenancy:
If yes, have you ever been in arrears with the tenancy?

Section 8. 
References

Please give the full names and addresses of two referees who are able to comment on your suitability for this post (one of whom should be your current or most recent employer). Referees must be people who know/have known you in paid/unpaid work or an educational environment. Personal relations/ friends/colleagues are not acceptable.
Name:

Position:

Address:

Name:

Position:

Address:

Postcode:

Phone:

Postcode:

Phone:
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Please tick the box if you would prefer us not to contact your referees before interview, 
Please give details of any dates during the next six weeks when you would not be available for interview.

were you to be shortlisted

Where did you see this post advertised?

Section 9. 
Declaration

I authorise Tuntum Housing Association to obtain references to support this application once an offer of employment has been made.

I declare that to the best of my knowledge the information given on this application form is true and correct.

I understand that my application may be rejected and/or that I may be dismissed if I withhold relevant details or give false information.

	Signature:
	
	Date:


Please return this form in an envelope marked “Private and Confidential” to:

Personnel, Tuntum Housing Association, 90 Beech Avenue, Basford, Nottingham, NG7 7LW
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	Notes:

	1. Use black ink or type

	[image: image5.png]|00MM|TTED T0|
sto /~

‘

@ e
Eyceld



2. You should use the Job Description and Person Specification to help structure your application form. These documents outline the responsibilities of the post and the level of skills, knowledge, abilities and experience required.
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3. Your application form is assessed by a shortlisting panel to see how far your knowledge, skills and experience match the requirements of the job. If you are shortlisted, you will be invited to attend an interview.

	4. All sections of the Application Form must be fully completed.

	5. Applications received after the closing date will not be considered.

	6. No additional documents, apart from the A4 sheet of paper mentioned in section 6, will be considered for shortlisting.

	7. We will contact you in writing after the closing date to inform you whether or not you have been shortlisted.


�











Section 2. 	Present (or most recent) employers








For office use only:





Received:





Input:





Shortlist:





1st Interview:





2nd Interview:





References requested:
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