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Application for Employment
	Position: Administrator



Applicants Details
	Surname: 

	First Initial: 

	Address: 




Post Code:  

	Contact Details 

Home Number: 

Work Number: 

Mobile Number: 


	Email Address: 

	Full Driving License:    Yes ☐          No  ☐     




Training and/or Qualifications
Please tell us about ALL relevant training, qualifications or voluntary work. Use a separate sheet of paper if required. Please bring original qualification documents to an interview.
	Qualifications 

	Example: SVQ, Standard Grades. 









	Training 

	Example: Fire Safety, First Aid  









	Voluntary Experience 

	







Employment: Present / Most Recent Position
Please tell us about where you have worked, and why you left. We need to know about ALL your employment / unemployment since leaving school. 
	Current / last employers Name and Address : 
 
	Dates of Employment :

Employed as :  


	Brief Description of Role and duties within that role :




	Reason for leaving : 





	Job Title 
	Name of Employer & Address
	Start Date 
	End Date 

	






	









	







	









Statement in support of Application
Please refer to the job description and person specification for assistance in completing this section
	







Self-Declaration
All information submitted is strictly private and confidential.
At St Joseph’s Services we promote equality of opportunity for all those with the right mix of talent, skills and potential for each post, and welcome applications from a wide range of candidates, including those with criminal records. A criminal record may not stop you from working with us. It will depend on the nature of the position, together with the circumstances and background of your offences.
Rehabilitation of Offenders Act 1974 (Exceptions Order 2003)
As the nature of our work involves working with vulnerable adults and/or children these areas are exempt from the Rehabilitation of Offender Act 1974. Therefore, by virtue of the Rehabilitation of Offenders Action (Exceptions & Exclusions) Order, 2003, you are required to declare details of any cautions, criminal convictions, reprimands and final warnings given by the police, and any proceedings being instituted against you.

Section A
Are you subject to any outstanding disciplinary action or legal proceedings?  Yes/No  
If yes, please give details:
Have you ever been convicted of a criminal offence or cautioned, reprimanded or given a final warning by the police (‘spent’ or ‘unspent’)?  Yes/No    
If yes, please give details
Are you aware of any police enquiries undertaken following allegations made against you that may have a bearing on your suitability for the post?  Yes/No   
If yes, please give details
Section B
(Posts working with children or vulnerable adults - PVG Scheme /Enhanced Disclosure)
Are you disqualified from working with children or vulnerable adults?  Yes/No
Are you subject to any sanctions imposed by a regulatory body?  Yes/No

Do you need a work permit to take up employment in the UK?  Yes/No
If offered employment, you will be required to complete a medical form. 





Referees
Referees should be people who can speak of your experience and character. One of your references must be from your current or most recent employer. 
	Full Name: 
	Full Name: 

	Address: 


	Address: 


	Organisation: 
	Organisation: 

	Their Position:   
	Their Position: 

	Telephone Number: 
	Telephone Number: 

	Email Address: 
	Email Address: 



How much notice are you required to give with your current employer? __________
Notes for Applicants: 
It will be assumed, unless here stated otherwise that these referees may be approached now. 
Please tick here if you do not wish your present employer to be consulted 	   ☐ 
Disability
If you have a disability please tell us about any adjustments we may need to make to assist you at interview should you be shortlisted. 











Please tell where you saw this job position advertised
Goodmoves ☐		Facebook ☐			S1 Jobs ☐		Indeed ☐
Other:  
If you were referred by a friend who works for St Joseph’s Services, please tell us their name: 


Declaration
I declare that the information I have given in this form is complete and accurate. I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable to summary dismissal. I understand these details will be in confidence by St Joseph’s Services, in compliance with data protection legislation and as set out in the Company’s Employee Privacy Notice. I undertake to notify the Company immediately of any changes to the above details. 
Given the nature of the job for which I have applied, I understand that any offer of employment will be subject to receipt of a satisfactory PVG Scheme Record or Scheme Record Update from Disclosure Scotland. I have been given a copy of the Company’s Equal Opportunities Policy, which includes information relating to the recruitment of ex-offenders. 


Signature: ……………………			Date: …………………   	

Please return completed job application to: hello@stjosephsservice.co.uk 		
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