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JOB APPLICATION FORM 

Please complete the form in black ink or typeface.

Please note that CVs will not be accepted.  The selection process will involve an assessment of the information provided in the application form measured against the requirements set out within the job description and person specification.
	Please state the post you wish to apply for:
	Office use only

	
	Application No:                                                 

	
	Shortlisted  Yes/No

	
	If not appointed:

	
	 ( Qualifications  
	( Knowledge

	
	 ( Experience
	( Skills

	Personal Details:

	Surname or Family name:        


	First Name:



	Nationality:

Applicants will be required to produce evidence of nationality and entitlement to work in the UK in accordance with the Immigration, Asylum and Nationality Act before any job offer is made to you.

False information will result in suitable action being taken that could lead to the termination of employment. You will be given details of the original document or documents that are required at the appropriate time.
	

	Address for correspondence:


	Contact telephone number:

 

	Current salary level:



	Home email address:   




​​​​​​​​​​​​​​​ 
	Please return your completed form to:

	Alison Bagshaw 

Manor Training & Resource Centre

304-308 Prince of Wales Road

Sheffield S2 1FF

Email:  alison@matrec.org.uk

	Mark your envelope/email with “Job Application”.




	Education:



	Please give details of any formal qualifications you have gained, giving the most recent first.



	Qualifications:


	Grade/Level


	Date



	Other training or courses, including any in house training:



	Please give details of any relevant training or courses you are currently attending or have attended in the past, giving the most recent first.  If you are preparing to engage in any training in the near future, please also give details here.

	


	If you are a member of any professional body or bodies, please state here:

	


	Previous Employment: (most recent first)



	Employer
	Job held and main duties
	Dates 

From           To
	Reason for leaving

	
	
	
	
	

	
	
	
	
	


	Other Experience relevant to this job:



	For example: voluntary work, home life, involvement with community groups.




	Additional information to support your application:



	Please explain why you feel you are suitable for the post.  You should attempt to match your qualifications, skills and experience to the duties stated within the Job Description and the specific criteria set out within the Person Specification, using practical examples wherever possible.  Your application will be assessed on this basis.  Please continue on separate numbered sheets, if necessary.

The post you are applying for is subject to an order under Section 4(4) of the Rehabilitation of Offenders Act 1974.  Applicants are therefore not entitled to withhold information about convictions which, for other purposes are ‘spent’ under the provisions of the Act.  If you are to be recommended for the post you will be subject to a Criminal Records Bureau (CRB) check.  This will be an enhanced disclosure.

You must, therefore, disclose any convictions, cautions, warnings, reprimands, binding over or other orders, pending prosecutions or criminal investigations.  

Any information given will be completely confidential and will be considered only in relation to an application for positions to which an order applies.
I have read the above statement, and                           I have no convictions to declare     (
                                                                                       I have convictions to declare          (  

If you have convictions to declare, please set down the details on a separate sheet and place in a sealed envelope marked “private and confidential” and submitted with your application.

References

Please state the name and contact details of referees.

Reference contact 1 (this should be related to your current or most recent job)

Name ……………………………………………….. Contact Telephone number ……………………...

Address ………………………………………………………………………………………………………

Can a reference be sought from the above person prior to any offer of employment?     Yes (     No (  

Reference contact 2

Name ……………………………………………… Contact Telephone number ……………………….

Address ………………………………………………………………………………………………………

Can a reference be sought from the above person prior to any offer of employment?     Yes (     No (  

The information I have given is true and correct to the best of my knowledge and will be used as part of my interview if short listed. 

I understand that if I have made any false or misleading statements or withheld any relevant information, this may result in my application and/or any offer of employment being revoked.

Signed ……………………………………………………..   Date ………………………………………..
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