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Please complete using black ink or type.
	Application for the post of:  
	

	Surname:  


	Other names:       


	Address:
Postcode:  
National insurance number: 


	Telephone numbers
Home:  

Work:  

Mobile: 
E-mail address:  
May we contact you at work:  Yes/ No




	Employment History

	


	Present or most recent employment (Please circle Present or Most Recent) 

	Name & address of employer:

Job title and summary of main duties:

Nature of business:  
	

	Date of appointment:  


	Salary Scale and Current Salary:  

	Reasons for leaving:  
	Notice required:  


	Previous employment 

Please summarise your employment history since leaving full-time education, paid or unpaid, or working in a voluntary organisation or agency, full or part-time. Start with the most recent.  Please continue on a separate sheet if necessary.

	Employer’s name and address
	From

Month / Year
	To

Month / Year
	Job title and summary of main duties
	Reasons for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please give details of any gaps in your employment history?




;
	Qualifications and Training

	

	Educational and academic qualifications (Secondary, Further/Higher or work based)

Please give details of your education with examination dates, results and qualifications obtained.  Please include any training and membership of professional bodies, relevant to the application. (Please continue on a separate sheet if necessary)  Evidence of qualifications may be requested.

	School, College, University
	Examination, course

(with dates)
	From
	To
	Result/Qualifications gained

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Training
Give details of the most recent, relevant courses attended and indicate any awards earned.

	Course Title


	Provider


	Duration


	Dates



	
	
	
	

	
	
	
	


	Hobbies and outside interests Give details of your hobbies or interests




	Achievements, Personal Qualities and Skills

	

	Please use this section to say why you are applying for this position.   Give details of any work or other experience you have which may be relevant to your application, including voluntary work and leisure interests.  Please continue, if necessary, on a further sheet, which must be attached securely to this form.




	Additional Information

	

	1. To comply with the Asylum and Immigration legislation during the selection process you will be required to give evidence of your ability to work in the UK.  Do you need a work permit to work in the UK?   



	 FORMDROPDOWN 


	2. Under the Working Time Directive, you should not work more than 48 hours a week. Do you plan to undertake work for other employers, which would cause a breach of these regulations?
	 FORMDROPDOWN 


	If so, please give details:       
	

	3. Do you hold a full current driving licence?
	 FORMDROPDOWN 


	4. If you have a disability please let us know of any special arrangements you may need to make if you are short listed for interview:       
	

	5. Date of Birth:       
	

	6. How many working days have you lost due to sickness absence over the past twelve months?     
	

	7. How many working days have been lost due to sickness absence over the past 12 months?
	


	Criminal Convictions – Rehabilitation of Offenders Act 1974

	

	Countec EBP aims to promote equality of opportunity for all with the right mix of talent, skills and potential. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Having an ‘unspent’ conviction will not necessarily bar you from employment. This will depend on the circumstances and background to your offence(s).  All applicants who are offered employment in posts involving access to children, vulnerable adults or positions within the legal and financial field, will be subject to a criminal record check from the Criminal Records Bureau. This will include details of cautions, reprimands or final warnings, as well as convictions. This means that you are required to declare any convictions, cautions or reprimands which you may have, even if they would otherwise be regarded as ‘spent’ under this Act, and any prosecutions pending against you. Failure to disclose this information could result in disciplinary action, or dismissal.   Any information will be treated in complete confidence.

I have read the above notes on Criminal Convictions and agree to a criminal record check being made by the Criminal Records Bureau if I am offered the position for which I am applying. 

	Do you have any criminal convictions, cautions, bind-over’s prosecutions pending against you?
	YES    
	NO  FORMCHECKBOX 
  

	If you answer yes, please provide details of any convictions, cautions, bind-over or prosecutions pending in a sealed envelope. The envelope will only be opened and considered if you are successfully short-listed for interview. If you are not selected for interview the envelope will be returned to you unopened. 

	I have provided details in a sealed envelope 
	 FORMCHECKBOX 


	Signed
	
	
	Date:
	/     /
	

	


	References

	

	Give details of two people who have knowledge of you in a working environment, paid or unpaid.  The first reference should be your present or most recent employer.  If you are a student give appropriate school or college referees. No approach will be made to your present employer before an offer of employment is made to you.

	If you were known to either of your referees by another name please give details:

Your first referee:







Your second referee:



	1.
	
	
	2.
	
	

	Name:
	
	
	Name:
	
	

	Position:
	
	
	Position:
	
	

	Address:
	
	
	Address:
	
	

	Tel:
	
	
	Tel:
	
	

	In what capacity do the above know you?


	In what capacity do the above know you?




	Declaration

	

	I agree that any offer of employment with Countec EBP is subject to satisfactory evidence of the right to work in the UK, satisfactory references and police clearance.  In accordance with the 1998 Data Protection Act, it is agreed that Countec EBP may hold and use personal information about me for personnel reasons and to enable the organisation to keeping touch with me.  This information can be stored in both manual or computer form, including the data in Section 2 of the Data Protection Act 1998.  

I confirm that the information given in this application and any attachments is factually correct and complete and I understand that any false information may, in the event of employment, result in dismissal or disciplinary action by Countec EBP.

	Signed:  
	Date:         /            /

	
	
	
	
	


Please email your completed form to Theresa Mercer, HR & Admin Manager 

 Email: theresa.mercer@countec.org 

Post: Countec, 332 Witan Gate West, Central Milton Keynes, Bucks, MK9 1EJ 

	
	
	
	

	
	Recruitment Monitoring
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	Countec EBP is committed to appointing the best candidate, on the basis of their ability to do the job. 

The Codes of Practice published by the Equal Opportunities Commission and the Commission for Racial Equality advise employers to monitor the outcome of selection decisions to ensure that discrimination does not occur within our recruitment and selection process.  

The information you give is confidential and is used for monitoring purposes only.

	Application for the post of:  

	Full name:  

	Gender (please select as appropriate)  Male/Female 

	Do you consider yourself to have a disability?


	If yes, what is the nature of your disability?




	White:

	British
	 FORMCHECKBOX 
      Irish             Any other white background (please specify)         

	Mixed:

	White and Black Caribbean
	 FORMCHECKBOX 


	White and Black African
	 FORMCHECKBOX 


	White and Asian
	 FORMCHECKBOX 


	Any other mixed background (please specify)
	     

	

	Asian or Asian British:

	Indian
	 FORMCHECKBOX 


	Pakistani
	 FORMCHECKBOX 


	Bangladeshi
	 FORMCHECKBOX 


	Any other Asian background (please specify)
	     

	

	Black or Black British:

	Caribbean
	 FORMCHECKBOX 


	African
	 FORMCHECKBOX 


	Any other Black background (Please specify)
	     

	

	Chinese or Other Ethnic group:

	Chinese
	 FORMCHECKBOX 


	Any other (Please specify)
Arab or Middle Eastern descent:

Arab    

North African      

Iraqi          

Kurdish         

Any other Middle Eastern background (please specify) 
	     
     
     
     
     
     



1

