	IN CONFIDENCE
	
	REF:      /     JOB REF

	
	
	


	SECTION 1 -  PERSONAL  DETAILS



	
	

	Surname:
	

	Forename(s) in full
	

	
	

	How do you wish to be addressed
	Mr, Mrs, Miss, Ms 
    (Delete as appropriate)
Other Please Specify



	
	

	Home Address (in Full)
	

	
	

	
	

	Post Code:
	

	
	

	Telephone No (including area code):
	(Home)  

	
	(Work)  

	
	(Mobile)

	
	

	Email Address
	

	Address for correspondence if different from above:
	

	
	

	
	

	
	

	National Insurance Number
	

	Position Applied for
	

	How did you hear about this vacancy?
	


                 



REF:      /     
SECTION 2  - QUALIFICATIONS



Give details of your qualifications, ie. CS, GCSE and/or others (please ensure you include the result/Grade)

	Name of Examining Body
	Subject
	Level, e.g, GCSE, NVQ, A-Level
	Result / Grade

Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SECTION 3  - EMPLOYMENT HISTORY:

Please give particulars of all full-time employment since finishing your full-time education.  You should start with the most recent and work back.  

	Date of Employment
	Name and Address of Employer
	Position held

 Duties and Leaving Salary
	Reason for Leaving

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SECTION 3 – CONTINUED

CURRENT/ MOST RECENT EMPLOYMENT:

In this section you should give further details of your current or most recent employment  

	Date appointed
	


Date Left (if Applicable)
___________________________________________________________

and reason for leaving)          ___________________________________________________________

	Name and Address
	

	 Of Employer
	

	
	


Describe Main Duties and areas of responsibilities

	

	

	

	

	

	

	


	Current Salary   
	£
	Per annum


	State any other financial remuneration or allowances

	


Does your present salary advance by annual increments?    

  YES/NO
If so, what is the scale?

	From
	
	to
	
	per annum.




What is your reason for wishing to leave? 

	

	




If appointed what period of notice would you have to give?

	


SECTION 4.1 ESSENTIAL CRITERIA

The following sections ask you to outline your qualifications and experience in relation to the essential and desirable criteria specified in the Personnel Specification.  It is not acceptable for the applicant simply to restate the criteria.  E.g. “I have experience in using Microsoft Office”.  Applicants must clearly demonstrate experience giving examples.  

	ESSENTIAL & DESIRABLE CRITERIA 

	Qualifications
Please provide information of how your qualifications meet the minimum requirement of

Enter essential and desirable criteria from personnel specifiaction
                          

	


	ESSENTIAL & DESIRABLE CRITERIA 

	Relevant Experience

Please provide information using examples to demonstrate how your experience to date meets the criteria of 

Enter essential and desirable criteria from personnel specifiaction


	


SECTION 5 – REFERENCES



Please state the names of three referees, one of whom should be your employer. 




1
Name   
......................................................




Address 
.................................................……




           
.....................................………………….




Tel No:  
…….………………………………………………………




Occupation   ........................................……………..
Relationship:  


2
Name 
.....................................................




Address 
.................................................……




              
...............................................……..




Tel No: 
…………………………………………………………….




Occupation 
..........................................…………..  
Relationship:  



3
Name 
..................................................…




Address 
.................................................….




               
..............................................……..




Tele No: 
………..…………………………………………………




Occupation  .........................................…………..
Relationship:  ___________________




If applicable, may reference be made to your present employer?





Yes/No          (delete as applicable)

Signature of Applicant:  _________________________________    Date:  __________________

	EQUAL OPPORTUNITIES MONITORING



FAIR EMPLOYMENT (NI) ACT 1989 AND FAIR EMPLOYMENT

(MONITORING) REGULATIONS 1989

<INSERT COMPANY NAME> is committed to promoting equality and diversity. It is our policy to provide employment equality to all, irrespective of gender, including gender reassignment, martial or civil partnership status, having or not having dependants, religious belief or political opinion, race, disability, sexual orientation and age.

We are opposed to all form of unlawful and unfair discrimination. All job applicants, employees and others who work for us will be treated fairly and will not be discriminated against on any of the above grounds. Decisions about recruitment and selection, promotion, training or any other benefit will be made objectively. As an equal opportunities employer we want to ensure that all of our applicants and employees enjoy equality of opportunity. We also want to encourage the best people to apply for vacancies in our company regardless of their background.

The information provided on the monitoring questionnaire will only be made available to the monitoring officer. If you provide us with information in respect of a disability we will use this information to ensure that we meet our legal obligation to make reasonable adjustments. If we make equal opportunities information public, this will be done in a way that ensures anonymity.

To ensure confidentiality, the questionnaire will be given an identifying number and only the monitoring officer will be able to match this number with your name. Your name should not be written on the questionnaire. The monitoring information collected will be used to measure the effectiveness of our equal opportunities policy, determine the extent to which we promote equality of opportunity and fair participation and will assist us to develop and review positive/affirmative action policies.

<INSERT COMPANY NAME> is committed to updating relevant monitoring data every three years. This is because we recognise that individuals may for example, acquire disabilities, change their marital status etc. If the monitoring information you provide us with changes please let us know. 


If you have any queries about this form please contact


H R Manager


<INSERT COMPANY NAME>

Telephone: <INSERT TELEPHONE NUMBER>
<INSERT COMPANY NAME>
EQUAL OPPORTUNITIES MONITORING FORM

CONFIDENTIAL

PLEASE  READ  THE  NOTES  ON THE  FRONT  OF  THIS  FORM  BEFORE  COMPLETION

	Monitoring Reference Number:



	We wish to assure applicants and employees that the monitoring data they provide will be used to promote equality of opportunity for all applicants and employees regardless of their background.

	Ethnic Group:

	Please indicate which Ethnic Group you belong to:

	

	Bangladeshi
	
	
	Indian
	
	

	
	
	
	
	
	

	Black African
	
	
	Irish Traveller
	
	

	
	
	
	
	
	

	Black Caribbean
	
	
	Pakistani
	
	

	
	
	
	
	

	Black Other
	
	
	White
	
	

	
	
	
	
	

	Chinese
	
	                Any other ethnic group:
	
	

	
	
	
	
	

	My Nationality is:
	
	

	
	

	In asking this question, we want to assure applicants that the information provided will only be used to promote equality of opportunity for applicants and employees in the basis of their Nationality.

	
	

	Sexual Orientation:
	

	
	

	My sexual orientation is towards someone:



	Of the same sex
	
	   A different sex 
	
	

	
	
	

	Both
	
	

	
	
	

	Are you in a civil partnership?
	YES / NO
	

	
	
	

	Disability:

	Under the Disability Discrimination Act 1995 a person is considered to have a disability if he/she has a physical or mental impairment which has a substantial and long-term adverse effect on his/her ability to carry out normal day to day activities. Please note that it is the effect of the impairment, without treatment, which determines if an individual meets this definition of disability.



	Do you consider that you meet this definition of disability?

	Yes
	
	
	No
	
	

	

	If yes, please state the type of disability:

	Mental Health Disability
	
	

	

	Learning Disability
	
	

	

	Physical Disability
	
	

	

	Are there reasonable adjustments that we could make as part of our recruitment process that would enable you to enjoy equality of opportunity in getting a job/working with us?


	Please specify:



	Marital Status / Family Status:

	

	Are you married?



	Yes
	
	
	No
	
	

	

	Those With and Without Dependants:



	Do you have:

	

	Children
	YES / NO

	

	If YES, are they at school
	YES / NO

	

	Other relations, for whom you have 

significant caring responsibilities
	YES / NO

	
	

	Other caring responsibilities
	YES / NO

	
	

	Please specify:
	
	

	
	

	No caring responsibilities
	YES / NO

	
	

	

	Community Background:



	Regardless of whether we practice religion most of us in Northern Ireland are seen as either Catholic or Protestant. Please indicate the community to which you belong by ticking the appropriate box below:

	

	I am a member of the Protestant community
	
	

	

	I am a member of the Roman Catholic community
	
	

	

	I am a member of neither the Protestant nor Roman Catholic community
	
	

	
	
	

	Please indicate your sex by ticking the appropriate box
	
	

	

	Male
	
	
	Female
	
	

	

	

	Age:

	

	Please provide your date of birth or tick the Age band to which you belong:

	

	DOB:
	
	

	

	Age Band:



	Under 18
	
	
	41 - 50
	
	

	

	18 - 30
	
	
	51 - 60
	
	

	

	31 – 40
	
	
	61 and over
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