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Application for a position as administrative assistant 
	Forename: 
	Surname: 

	Title: 
	

	Address: 
	Tel: (home): 

	
	Tel: (mobile): 

	
	

	Postcode: 
	

	Email address:  



	Do you need a work permit to work in the UK?                 YES / NO   
(If you do not have a national insurance number and are called for interview, you will be asked to produce evidence of your eligibility to work in the UK in order to comply with the Asylum and Immigration Act 1996.)


Employment (including voluntary work)
Present or last post
	Job title: 
	Reason for leaving 

	Employer: 
	

	Address: 
	

	
	

	Postcode: 
	

	Dates  from: 
	to: 

	How much notice must you give your present employer?
	

	Summary of responsibilities:













Employment History

	Dates
	Employer
	Position
	Reason for Leaving

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Please give details of your education, qualifications and training.

	




Give examples of how your knowledge, experience, skills and personal qualities, make you a good candidate for this post.  (750 words maximum)

	





Criminal Convictions
Have you any unspent criminal convictions or bindovers, or any cautions, warnings or reprimands still in force?		YES  /  NO
[bookmark: _GoBack](See note 4 in the accompanying Further Particulars document,)

Please provide the names and contact details of TWO referees:

	
	Referee 1
	Referee 2

	Name:
	

	

	Address:
	

	

	
	

	

	
	

	

	Email:
	

	



I confirm that the information given on this form is, to the best of my knowledge, true and complete. Any false statement may be sufficient cause for rejection or, if employed, dismissal. 

Signature								Date			

		__________________________________________________________		______________________
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