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APPLICATION FORM


Any information given in this application will be used only for the purposes of short listing for interview.
If necessary, please continue on a separate sheet using the section title as your heading.
THE JOB

	POSITION APPLIED FOR
	Administration Assistant


YOUR CONTACT DETAILS

	TITLE
	

	NAME
	

	ADDRESS
	

	
	

	CITY
	

	POSTCODE
	

	TELEPHONE
	

	EMAIL
	


ELIGIBILITY TO WORK IN THE UK.

Are you free to work in the UK?
	YES
	
	NO
	


All applicants who are invited to interview must provide evidence of their eligibility to work in the UK.  Please contact the office for details of suitable documents that can be used as evidence.
YOUR QUALIFICATIONS
Please list the relevant academic or professional qualifications you have achieved starting with the most recent.
	QUALIFICATION
	SCHOOL / COLLEGE / UNIVERSTITY
	GRADE ACHIEVED
	DATE ACHIEVED

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


YOUR PREVIOUS EMPLOYMENT
Please list the relevant positions you have held starting with the most recent.
	JOB TITLE
	DATES HELD
	EXPERIENCE GAINED
	REASON FOR LEAVING

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


MEMBERSHIPS
Please list any relevant memberships you hold, if applicable.

	AWARDING BODY
	DATE JOINED
	LEVEL OF MEMBERSHIP

	
	
	

	
	
	

	
	
	


RELEVANT ACTIVITIES
Please list any relevant activities you have completed starting with the most recent.
	ACTIVITY
	DATE DONE
	EXPERIENCE GAINED

	
	
	

	
	
	

	
	
	

	
	
	


DRIVING
Do you have a valid driving licence?

	YES
	
	NO
	


Do have access to a vehicle for general daily use?

	YES
	
	NO
	


IT SKILLS

Please list the IT packages / programmes you can use competently.
	


WHY YOU?
Why do you feel you would be a good addition to the Courtley (Health & Safety) Ltd team?   
	


NOTICE
How much notice do you need to give your current employer or what is the earliest date you can begin employment if your application is successful?

	


CONVICTIONS
Do you have any convictions that are not spent under the Rehabilitation of Offenders Act?  

	YES
	
	NO
	


If yes, please provide details (if you are unsure, you can contact NACRO on 0207 840 6464 or APEX on 0870 608 4567 for free and confidential advice):
	

	

	

	


REFERENCES
Please give the details of two professional referees.  We will only contact referees if you are short listed for the position.
	
	1
	2

	NAME
	
	

	COMPANY
	
	

	ADDRESS
	
	

	
	
	

	CITY
	
	

	POSTCODE
	
	

	TELEPHONE NUMBER
	
	

	RELATIONSHIP TO YOU
	
	


DECLARATION
Please sign below to confirm that all information given is to the best of your knowledge complete, true, and accurate.  Please note that giving misleading information may lead to disqualification of the application or dismissal if employment is offered.
All offers of employment are subject to references found satisfactory by Courtley (Health & Safety) Ltd.

	PRINT NAME
	

	SIGNATURE
	

	DATE
	


EQUAL OPPORTUNITIES

Courtley (Health & Safety) Ltd has a Policy of Equal Opportunity.  We welcome applications from anyone regardless of their age, sex, religion, sexual orientation, marital status, ethnicity or colour.  We promise to treat all applications equally.  To allow us to monitor this policy and ensure it is working we require the following information.  Completion is completely voluntary; all answers will be treated with the strictest confidence and your answers will not affect your application in any way.
NATIONALITY:  Which of the following best describes you?

	WHITE
	English
	

	
	Irish
	

	
	Scottish
	

	
	Welsh
	

	BLACK / BLACK BRITISH
	Caribbean
	

	
	African
	

	
	Other
	

	MIXED          please state:
	
	

	CHINESE or other 
	Chinese
	

	OTHER         please state:
	
	

	
	
	


GENDER:

	Male
	

	Female
	

	Prefer not to say
	


AGE:

	Under 20
	
	21 - 25
	

	26 - 30
	
	31 - 35
	

	36 - 40
	
	41 - 45
	

	46 - 50
	
	51 - 55
	

	56 - 60
	
	Over 60
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