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Team Assistant - Job Application Form 




  
Please do not substitute a CV for this form.  

When completed, this and the monitoring form should be returned via email only to recruitment@hmd.org.uk no later than 12noon on Monday 5 September 2011.  Please note that late applications will not be accepted.
About You

	Surname
	     
	Title (Dr, Ms, etc)
	     

	Forename(s)
	     

	Home Address
	     

	Correspondence Address (if different to home address)
	     

	Email address
	     

	Telephone Numbers  (home)
	     
	Mobile Number
	     

	Telephone Number (work)
	     

	National Insurance Number
	     

	Have you ever been convicted of a criminal offence?: 
 YES  FORMCHECKBOX 
 

NO  FORMCHECKBOX 


	Please give details of offence, date of conviction and sentence imposed below and continue on a separate sheet if necessary.  (NB: Convictions which are “spent” under the Rehabilitation of Offenders Act 1974 need not be disclosed.)

     

	Please give details of any arrangements or facilities you require to enable you to attend interview (e.g. sign language interpreter, level access etc.):
     


	Where did you see this post advertised?

	Website  FORMCHECKBOX 
 Which one?      
Newspaper  FORMCHECKBOX 
 Which one?      
Advertisement  FORMCHECKBOX 
 Which one?      


About your education and qualifications

	Please give details of your education

	Dates
	Educational Institution
	Qualifications, subjects and grades

	From
	To
	
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Please give details of any relevant professional qualification; including membership of any relevant professional bodies and any relevant job-related training that you have undertaken

	     






About your current employment

	Please give details of your present or most recent employment

	Name of employer
	     

	Details of salary, bonuses etc.
	     

	Dates of employment
	     

	Address (including postcode)

Email address/fax number
	     

	Position held, nature of work and 
your responsibilities
	     



	Reasons for leaving or wishing to leave current or most recent position
	     


	Please give details of your availability/notice period and future holidays if offered the appointment
	     


About your past employment and career history (please start with most recent)
	Employer’s name, address and type of business
	Dates 
From
	To
	Position held and main duties
	Reason for leaving

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	Time unaccounted for above, any time spent abroad or voluntary work.  

	     


Sickness Absence

	How many days absence have you had in the last two years due to sickness? 

(Please do not include absences relating to maternity or a medical condition covered by the Disability Discrimination Act).

	     


 Referees


	Please provide the name, address and occupation details of two people who have agreed to act as referees. They must be people who know you well, are not relatives and one must be your current or most recent employer. 

	Referee 1

	Full name
	     

	Occupation
	     

	Address 
	     

	Email address
	     

	Telephone Number
	     
	Fax Number
	     

	Referee 2

	Full name
	     

	Occupation
	     

	Address 
	     

	Email address
	     

	Telephone Number
	     
	Fax Number
	     

	If you are shortlisted, references may be taken up prior to interview. Please tick  FORMCHECKBOX 
 if you do not wish us to contact your current employer prior to interview.


 About your nationality

	Nationality 
	     

	Do you require a work permit?
	Yes
	     
	No
	     

	If ‘Yes’ please specify:      

	Please note: we will seek documentary evidence of your eligibility to work in the UK at interview


About your personal qualities and overall suitability for the post(s)

	Please tell us briefly (in under 250 words) why you are interested in the post(s), what personal qualities you bring and what makes you particularly suitable for the post

	     


 About your skills and abilities for the job

	Please refer to the details about the job description, requirements for the post and information about HMDT

	We use this important section to help determine whether you should be invited to the selection stage. You should show your suitability by: 

•
detailing your experience or qualifications which match those set out in the job description / person   specification

•
for each essential requirement and competency, giving a specific, recent example of an achievement, which shows how far you possess that skill or attribute
•
in your example, being precise about what you did and what the outcome was.

•
using no more than 200 words for each competency

	     


	Important: Data Protection Act (1998).  This form asks you to supply “personal” data as defined by the Data Protection Act 1998. You will be supplying this data to HMDT.  The information which you provide will not be passed to anyone who is not authorised to see it.

By signing the declaration on this form, you are explicitly consenting for the data you provide to be processed in the manner described above.  If you have any concerns, about any of the questions or what we will do with the information you provide, please contact the person who issued this form for further information.


Declaration
	I declare that this application form has been completed by me and all the information I have given is true to the best of my knowledge and belief. I understand that if I have given any information I know is false, or if I withhold any relevant information, it may lead to my application being rejected, or if I have been appointed, to my dismissal.

	Signature
	Date
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