

	Applications for Employment




Thanks for your interest in working for the Steel Valley Project. Here are some guidelines to help you fill in the Application Form. 

The Job Description, Person Specification need to be read before completing this application form.  It will help you to print off copies of these documents for reference before starting to complete. 

Return your application by e-mail to:  info@steelvalleyproject.org with Business Support Officer Application as the ‘subject’ 

Please note: The Steel Valley Project cannot be held responsible for non-delivery of applications or the security of information sent by e-mail.


APPLICATION FOR EMPLOYMENT

	CONFIDENTIAL



	Please return this form by e-mail to

info@steelvalleyproject.org


	
	Office Use Only	App No  
Shortlisted: YES/NO	Interviewed: YES/NO
Successful: YES/NO	Pre Offer Check: YES/NO
Date Offered:  
Date Accepted:  



	JOB TITLE  Business Support Officer

	



	Surname/Family Name 
[bookmark: Text10]     
	[bookmark: Text11]Initials     
	Address
     
     
     
     
     

	
	
	

	[bookmark: Text12]Daytime Telephone:       

[bookmark: Text13]Home Telephone:       

[bookmark: Text14]E-mail Address:       

	

	
	[bookmark: Text16]Post Code:       



	EMPLOYMENT - Details of present or most recent employment.  (Please give details of any other employment which, with the job applied for, would mean you would be working more than an average of more than 48 hours per week). 



	Job Held
[bookmark: Text17]     
	Employer and Address
[bookmark: Text18]     
	From:
[bookmark: Text19]     
To:
(if applicable)
[bookmark: Text20]     
	Wage/Salary
[bookmark: Text21]     
Grade
[bookmark: Text22]     

	
[bookmark: Text23]Brief details of main duties/responsibilities:       

	[bookmark: Text24]Length of notice required or date you could start       




	








EMPLOYMENT - Please give details of all previous jobs since leaving full time education.  Full details should be given for any period not accounted for by full time employment, education or training (eg unemployment, voluntary work, raising a family, part time work).



	Employer
	Job Held and Brief Details
	Reason for
Leaving
	From
	To

	[bookmark: Text25]     
	[bookmark: Text26]     
	[bookmark: Text27]     
	[bookmark: Text28]     
	[bookmark: Text29]     



	[bookmark: Text58]     
	[bookmark: Text59]     
	[bookmark: Text60]     
	[bookmark: Text61]     
	[bookmark: Text62]     



	[bookmark: Text63]     
	[bookmark: Text64]     
	[bookmark: Text65]     
	[bookmark: Text66]     
	[bookmark: Text67]     



	[bookmark: Text68]     
	[bookmark: Text69]     
	[bookmark: Text70]     
	[bookmark: Text71]     
	[bookmark: Text72]     



	[bookmark: Text73]     
	[bookmark: Text74]     
	[bookmark: Text75]     
	[bookmark: Text76]     
	[bookmark: Text77]     



	[bookmark: Text78]     
	[bookmark: Text79]     
	[bookmark: Text80]     
	[bookmark: Text81]     
	[bookmark: Text82]     



	[bookmark: Text83]     
	[bookmark: Text84]     
	[bookmark: Text85]     
	[bookmark: Text86]     
	[bookmark: Text87]     



	[bookmark: Text88]     
	[bookmark: Text89]     
	[bookmark: Text90]     
	[bookmark: Text91]     
	[bookmark: Text92]     



	[bookmark: Text93]     
	[bookmark: Text94]     
	[bookmark: Text95]     
	[bookmark: Text96]     
	[bookmark: Text97]     



	[bookmark: Text98]     
	[bookmark: Text99]     
	[bookmark: Text100]     
	[bookmark: Text101]     
	[bookmark: Text102]     



	QUALIFICATIONS/TRAINING - Please give details of any qualifications obtained and training courses undertaken which are relevant to the job together with dates.



	Qualifications and Training (show grades and institution where obtained)
	From
	To

	[bookmark: Text30]     
	[bookmark: Text31]     
	[bookmark: Text32]     



	[bookmark: Text108]     
	[bookmark: Text109]     
	[bookmark: Text110]     



	[bookmark: Text111]     
	[bookmark: Text112]     
	[bookmark: Text113]     



	[bookmark: Text114]     
	[bookmark: Text115]     
	[bookmark: Text116]     



	[bookmark: Text117]     
	[bookmark: Text118]     
	[bookmark: Text119]     



	[bookmark: Text120]     
	[bookmark: Text121]     
	[bookmark: Text122]     



	[bookmark: Text123]     
	[bookmark: Text124]     
	[bookmark: Text125]     



	[bookmark: Text126]     
	[bookmark: Text127]     
	[bookmark: Text128]     



	[bookmark: Text129]     
	[bookmark: Text131]     
	[bookmark: Text130]     



	[bookmark: Text132]     
	[bookmark: Text133]     
	[bookmark: Text134]     



	
SUITABILITY FOR THE JOB
Please state why you think you are suitable for this job with reference to job description and person specification.
Note We will aim to recruit solely on merit.  To do this we will seek to match the information you provide against the job description/person specification.  Therefore, you should ensure that you address each point identified in the person specification and provide evidence of relevant experience and skills, including areas other than paid work.

[bookmark: Text33]     




ADDITIONAL INFORMATION
(Please mark your choice with a cross)
	[bookmark: Check27][bookmark: Check28]If the post you are applying for is full-time would you like to Job Share it?	YES  |_|NO  |_|

	[bookmark: Check29][bookmark: Check30]Do you have any criminal convictions (other than ‘spent’ convictions), 	YES  |_|NO  |_|
cautions, warnings, reprimands, binding over or other orders, pending prosecutions or criminal investigations?  You may be asked to give details if you are shortlisted for the post.

	[bookmark: Check33][bookmark: Check34]Have you ever been dismissed from employment with  the Steel Valley Project or any other employer?	        YES  |_|NO  |_|
[bookmark: Text34]If ‘YES’ state from where and when.       

	
[bookmark: Text35]Please give any dates when you are not available for interview.       

	REFERENCES - Please give the names and addresses of two people to whom we may write for references.  Referee (1) should be your present or most recent employer.  Please state whether Referee (2) is in a personal or employment capacity.

	REFEREE (1)
(Present or most recent employer)
	REFEREE (2)
*Employment/Personal Capacity (*delete)

	[bookmark: Text36]Name       
[bookmark: Text37]Job Title       
	[bookmark: Text38]Name       


	Address  
[bookmark: Text40]     
[bookmark: Text135]     
[bookmark: Text136]     
[bookmark: Text137]     
[bookmark: Text138]     
	Address  
[bookmark: Text39]     
[bookmark: Text139]     
[bookmark: Text140]     
[bookmark: Text141]     
[bookmark: Text142]     


	[bookmark: Text41]Tel No:       
[bookmark: Text43]Email:       
	[bookmark: Text42]Tel No:       
[bookmark: Text44]Email:       

	[bookmark: Text45]References are taken up for shortlisted candidates.  If you do not wish a reference to be taken up at that stage please state why.       


	You may use a Steel Valley Project employee or trustee as a referee.  However any attempt to influence the process in your favour or on your behalf will disqualify you.

	By signing this form you authorise us to check any information you have given with third parties (e.g. previous employers) and you authorise them to disclose your personal information to us.

	DECLARATION 
The information on this form is true and correct and will be used as part of my contract of employment.  I accept that any false statement or omission may lead to my being dismissed if appointed to the post.

	
Signature:  


	Date:  



