[image: image1.png]. ’
B3 Bellview






APPLICATION FOR EMPLOYMENT

Admin Assistant/Receptionist
	Name
	

	NI Number
	

	Address
	

	Telephone Number
	Day                                             Eve



	Email


	

	Applicants will be required to provide documentary evidence of their right to work in the UK if successful after interview.


	Do you have the right to work in the UK?

	  Yes / No


Education, Qualifications and Training
Tell us about your education and any qualifications which you feel are relevant to the post. 

Include any courses / education or training which you are currently undertaking

	Name and Address of School(s) / College(s)
	Subject / Courses Studied and Level
	Dates From :  To:
	Result or qualification obtained

	Please continue on separate sheet if required.
	
	
	


Employment History
Please give details of all experience relevant to this post including both paid employment and voluntary work.  Please start with the most recent, give full dates and explain any gaps in your employment history.  (Continue on a separate sheet if necessary).
	Name and Address of Employer(s) / Organisation(s)
	Work Undertaken / Duties / Position Held
	Dates From :  To:
	Reason for Leaving

	Please continue on separate sheet if required.


	
	
	


Skills, Knowledge, Experience 

Please give details, with specific examples from your previous experience, of the skills, knowledge and expertise that you will bring to this job. You should refer to the job description and person specification and clearly demonstrate how you meet the requirements for this post.  (Continue on a separate sheet if necessary)
	Please continue on separate sheet if required.


· Do you have any disabilities which would require us to make reasonable adjustments to the recruitment process?                                          Yes / No 

· Have you ever been convicted or cautioned for a criminal offence (which is not a spent conviction under the Rehabilitation of Offenders legislation)?            Yes / No
If yes this will not automatically bar you from employment but please provide details in a separate covering letter.
Please note that this post will be subject to an enhanced DBS disclosure and failure to disclose such convictions/cautions could lead to dismissal.
· Are you currently subject to any contractual ‘restraints of trade’ clauses?    
Yes / No

References

Please provide contact details of 2 referees that we can approach for a confidential assessment of your suitability for this job. These people must not be related to you and one must be your current employer, unless you provide a good reason for not doing so.
Tick the box if you do not wish your employer to be contacted before a job offer is made
	1) Referee


	2)  Referee

	Name

Address
Telephone


	Name

Address

Telephone



	How do they know you?

	How do they know you?




Declaration of Applicant
I confirm that the information provided on this application form is true and correct

I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable for dismissal

I consent to the organisation using and keeping information I have provided on this application or elsewhere as part of the recruitment process and/or personal information supplied by third parties such as referees, relating to my application or future employment.  
I understand that the information provided will be used to make a decision regarding my suitability for employment and if successful the information will be used to form my personnel record and will be retained for the duration of my employment.  

If I am not successful, I understand that the organisation will retain the form for as long as is deemed necessary and that the organisation may use it to contact me in the event of there being any other vacancies for which I may be suitable.
Signed:
Date: 
Please return completed form via email to chairatbellview@gmail.com or via post to Chair of Trustees, Bell View. 33 West Street Belford Northumberland NE70 7QB. 

