[image: ]Application for employment 
Please read the ‘advice for job applicants’ document carefully before completing this form and ensure that you address all of the essential requirements for the job. Please also complete the equality and diversity monitoring form at http://bit.ly/2QpnEbn.

Vacancy details
	Job Title:
	

	Applicant No:
	For office use
	Closing Date:
	



Personal Details
	Full Name:
	

	Address:
	

	
	Postcode:
	

	Telephone Numbers:
	Daytime:
	Evening:
	Mobile Number:

	
	
	
	

	NI Number:
	
	Email address:
	

	Do you have the legal right to work in the UK?
If you need more information, you can check whether you have the right to work on the UK government website.
	Yes / No

	Are you happy to receive correspondence to your e-mail address?
	Yes / No



Disability
We are committed to increasing employment opportunities for people with disabilities and guarantee to interview all applicants with disabilities who meet the minimum criteria for a job vacancy.
	Do you consider you have a disability and do you wish us to consider your application under the above scheme?
	Yes/No

	Please tell us if there are any ‘reasonable adjustments’ we can make to assist you in your application or with our recruitment process:












Current or most recent employment
	Job Title

	Full/Part Time

	Salary

	Start Date:


	Reasons for leaving:

	Finish Date:


	Employer name:


	Address of employer including postcode:



	Notice period required:	




Main duties, responsibilities and key achievements in current or most recent post
	














Previous Employment
Tell us about your employment history (paid and unpaid) over the last 10 years (or less if applicable), including any gaps.
					
	From

	To
	Employer, job title
and final salary 
	Main duties
and achievements 

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	


Education and Qualifications
	From 
	To
	School/ University
	Subjects taken
	Level/Grade

	


	
	
	
	


	


	
	
	
	

	


	
	
	
	

	


	
	
	
	



Other training courses
Please give details of all relevant short training courses you have undertaken (academic or vocational):

	Course title/content
	Provided by
	Duration
	Dates

	








i
	
	
	



Supporting Information
Within your supporting statement we are looking for you to clearly demonstrate how you meet the person specification for the job.  Please make sure you address all the requirements in your statement. You may continue on additional pages if necessary but please limit your statement to no more than 1500 words.

	
































































Referees
Please give the names and full addresses of two persons to whom reference can be made.  ‘Referee 1’ should be your present or most recent employer or, if this is not possible, someone who has supervised you in an academic context or in a voluntary role.  No approach will be made to your current employer before an offer of employment is made to you.

	Referee 1
	Referee 2

	Name: 

Position: 

Address & postcode:

i
Tel No: 
Email: 

What is your connection with this referee?


	Name: 

Position: 

Address & postcode:


Tel No: 
Email:

What is your connection with this referee?



Declaration
I declare that all the information on this application form and any other documents relating to this appointment is, to the best of my knowledge and belief, true and correct.  I understand that any false statement may give cause for dismissal should I be employed.  

I consent to Coventry Independent Advice Service processing the information given on this form, including 'sensitive' information, as may be necessary during the recruitment and selection process.  I understand that if my application is unsuccessful this application may be held on file for a maximum of 9 months.  I understand that if I have sent this application form via e-mail it will automatically be deemed that I have signed the declaration below. 

Equality and diversity monitoring:
	[bookmark: _Hlk531267631]Please remember to complete our equality and diversity monitoring form online at http://bit.ly/2QpnEbn.  Please tick this box to confirm that you have completed the form.
	□



	Signed:
	
	Date:
	 




Please return this form by email to:  rosie.keenan@covadvice.org.uk.  If you are unable to send your application by email, you may post the form (marked ‘confidential’) to:  Rosie Keenan, Coventry Independent Advice Service, Oakwood House, Cheylesmore, Coventry CV1 2HL.

Thank you for your interest in this post.  Please note that if you have not heard from us more than three weeks after the closing date, please assume your application has been unsuccessful.  

Coventry Independent Advice Service Ltd is a registered charity (1015216)
and a company limited by guarantee in England and Wales (2761115)
[bookmark: _GoBack]Authorised and regulated by the Financial Conduct Authority (FRN: 628958)
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