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JOB APPLICATION FORM – PART 1


Notes:

*Refer to the guidelines on how to complete this form, and the conditions of service for the position.  

*Complete in black pen or typescript.

PERSONAL INFORMATION
CURRENT OR MOST RECENT EMPLOYMENT 


ALL OTHER PREVIOUS EMPLOYMENT
Please list (in reverse date order with the most recent at the top) all previous jobs prior to your current/most recent. You should include full or part-time jobs.

(please use additional paper if required)

Please list (in reverse date order with the most recent at the top) all your previous jobs. You should include full or part-time jobs. Please use additional paper if required.

EDUCATION & TRAINING RECORD

Please list in date order (most recent first): all details of your education; any training undertaken/ currently taking; qualifications obtained (including specialist in-house training, short courses, professional qualifications etc.)








ADDITIONAL INFORMATION

SPECIAL REQUIREMENTS


ATTENDANCE RECORD

REFEREES

Please give details of two people, not related to you, who may be approached for references as to your suitability for the post.  One should be your present employer (or most recent employer if not currently employed), or your University/College or School Tutor as appropriate.   The second referee should be someone who is able to comment on your suitability for the position (preferably through knowledge of your work in a paid or voluntary capacity).

	Name: 
	Position:

	Address:

	

	Post Code:
	Daytime Tel No:

	AUTHORISE TO CONTACT:   Yes / No


	Name:
	Position:

	Address:

	

	Post Code:
	Daytime Tel No:

	AUTHORISE TO CONTACT:   Yes / No


If you do not wish us to contact your referees without consent, please indicate above. References may be requested prior to interview.

PERSONAL INFORMATION AND DECLARATION – PART 2
· Any information supplied by you will remain confidential

· This section, along with your ‘Equal Opportunities’ form, will be detached from your application for the short-listing procedure
· Please note that it is important to know your age details in order to monitor whether we are complying with Employment Equality (Age) Legislation 2006.
Surname:




Title:

Other Names: 

Address:


Home Tel No.: 




Mobile Tel No.:   

Email Address: 

Date of Birth: 



Nationality: 
Do you require a visa to work in the UK?     *YES / NO

*Please note that any offer of employment would be conditional on you providing the HR Office with sight of the relevant original documents, as per the ‘Asylum and Immigration Act 2006.
The successful candidate's appointment will be subject to the completion of a ‘Health Declaration Form’ which, if necessary, will be sent directly to the Occupational Health Nurse at the University.  The Occupational Health Nurse may also require the successful candidate to undergo a medical check.

DISABILITY DISCRIMINATION ACT 1995

The organisation is aware of its legal obligations under the Disability Discrimination Act 1995 and is committed to equality of opportunity.  Please provide details of any matters of which you consider the company should be aware of to make arrangements/adjustments to enable you to attend interview/perform the post applied for:

Do you have any criminal convictions? (You do not have to disclose convictions which are ‘Spent’ within the meaning of the Rehabilitation Act 1974)

Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
 If ‘yes’ please provide details in a separate envelope. 

Where did you see or hear the post advertised? 


I confirm that to the best of my knowledge, all the information given by me is correct, and I possess all the qualifications which I claim to hold.  I acknowledge that if any of the information is false or materially incomplete, I would render myself liable to summary dismissal.

I understand that this form and information from it will be held for personnel/employee administration purposes in accordance with the Data Protection Act 1998 and I consent to the processing of this information for those purposes.





EQUAL OPPORTUNITIES MONITORING – PART 3

Completion of this section is not compulsory
Gender: (Please tick)
Male  FORMCHECKBOX 


Female  FORMCHECKBOX 

Marital Status: Single / Married / Divorced / Separated / Co-habiting
1.
Ethnicity

To which of the following ethnic groups do you belong:

White




British





Irish





Any other white background



           


 please specify………………………

Mixed




White and Black Caribbean





White and Black African





White and Black Asian





Any other mixed background




  


 please specify………………………

Asian or Asian British

Indian





Pakistani





Bangladeshi





Any other Asian background







 please specify………………………

Black or Black British

Caribbean





African





Any other black background







 please specify………………………
 

Chinese or other ethnic group
Chinese





Any other ethnic background









please specify………………………
2.
Disability:


Do you consider yourself to be disabled?
 FORMCHECKBOX 
Yes     FORMCHECKBOX 
No


(This need not be a disability which affects your ability to carry out your job)
 

PLEASE COMPLETE AND RETURN TO:�


POST:	The HR Team					EMAIL:	sujobs@essex.ac.uk	�University of Essex Students' Union		�Wivenhoe Park							


Colchester


Essex C04 3SQ


(BY CLOSING DATE)








JOB TITLE APPLIED FOR:							 





The Students' Union is committed to Equal Opportunity in employment and therefore your personal details will not be used in the short-listing process.   Please insert your personal details in Part 2 of the Application Form, ‘Confidential and Personal Details’ and this part will be separated and will not be used in the short-listing process.   It is essential that you complete Part 2 to ensure that we know who you are and that we are able to contact you.  





Employers Name & Address:	Post Held:





	Date of Commencement:





	Date Finished:





	Reason for Leaving:


	


	Salary:





	Period of Notice Required: 





Please give a brief description of duties & responsibilities:


























	





From	To	Employer's Name & Address	Position Held & Reason For Leaving


(Month/Year)	(Month/Year)





		





From/To	Place of Study	   Course(s) Studies	 Date of award/completion


		 (including title & level if appropriate)


		





Prior to completing this section you should read the Job Description for this post very carefully, paying particular attention to the Personal Specification.  Please give details of work experience (paid or voluntary), skills and achievements relevant to this post and any other information to support your application. Please continue on a separate sheet if necessary.  




















Please give below any further information that is relevant to your application e.g. your application is for a job share; periods of time when you would be unavailable for interview; you need permission to work in the UK; any special requirements should you be invited for interview - for instance you require overnight accommodation, you are a wheelchair user, you are blind/partially sighted etc.




















Please state how many days you have been absent from work during the past 12 months (excluding any authorised leave).  Give reasons for your absence if you feel they could be relevant to your application.


























NAME (Capitals): 





Dated: 





Signature:		








Sep 11


