Please complete this form in type or black ink.  Alternatively you can submit an electronic application on-line at www.hampshirejobs.org.uk in which case this form will be disregarded.
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JOB APPLICATION FORM
	POSITION APPLIED FOR
	


	
	
	
	
	

	POSITION
NUMBER
	
	
	Please tell us where you saw this position advertised
	

	
	
	
	
	


PERSONAL DETAILS

	Title:
	First Name(s):
	Surname:

	Address:
	Tel No (daytime/work):

	
	May we contact you at work?
YES   /   NO

	
	Tel No (evening):

	Postcode:
	Mobile No:

	National Insurance No:
	Email address:


EDUCATION

	School / College / University
	Date
	Subject
	Level
	Grade / Score

	
	From
	To
	
	
	

	
	
	
	
	
	


JOB RELATED / PROFESSIONAL TRAINING
Please list all of the job related training that you have undertaken both professional and personal. 
	Course Name
	Provider
	Date
	Qualification / Accreditation Gained

	
	
	From
	To
	

	
	
	
	
	


MEMBERSHIP OF PROFESSIONAL BODIES

Please list all of the professional bodies to which you are a member.

	Name of Professional Body
	Reg No
	Grade / Status / Level
	Date Obtained
	Membership gained by Examination?

	
	
	
	
	


EMPLOYMENT HISTORY – CURRENT EMPLOYER

Please give details of you current or latest employer in this section, using the next section for previous employment.  This section refers to permanent roles, temporary roles, part-time roles, summer placements, industrial placements, work experience etc; you may like to give details of any holiday, weekend, evening jobs, or work placements.
	Employer’s Name:
	Type of Business:

	Address:


	Date Appointed:

	
	Job Title:

	Postcode:
	Salary:

	Telephone No:
	Notice Period:                         Hours per week:  

	Responsibilities and Main Duties:

	Reason for Leaving:




EMPLOYMENT HISTORY – PREVIOUS EMPLOYERS
Please outline all your previous work history in this section including any gaps in employment; you may continue on a separate sheet if necessary.
	Employer’s Name
	Position Held
	Date
	Reason for Leaving
	Salary

	
	
	From
	To
	
	

	
	
	
	
	
	


SKILLS AND EXPERIENCE

This is your opportunity to tell us about your attributes and suitability for this role.  Use the criteria described in the Person Specification and address each in turn describing how you meet it.  In no more than 1000 words, give details of your relevant knowledge, skills and experience both inside and outside of work and provide examples where possible.  You may continue on a separate sheet if necessary.
	


OTHER INFORMATION - Please tell us why you are applying for this role and include information about your outside interests and leisure activities.
	

	

	Disabled People.  The council welcomes applications from disabled people.  Please indicate if there is anything that we can do for you or take into consideration to ensure that the recruitment process is fair in relation to people with disabilities.

	

	Do you have a full and valid driving licence?

YES / NO
	Do you have your own vehicle which can be insured for business use?
YES / NO
	Are you related to any officer of Havant Borough Council?
YES / NO

If yes, please give details of your relationship:



	Do you have a local authority car loan?

YES / NO
	Do you currently work for Havant Borough Council?

YES / NO
	

	

	Have you been convicted of any criminal offence which is not considered spent under the Rehabilitation of Offenders Act 1974?      YES / NO 

If yes, please give brief details on a separate sheet and attach in a sealed envelope marked “Confidential”.


REFERENCES

Please provide two references, one of which should be from your current or most recent employer and both should be from people who are able to comment on your conduct and behaviour at work and know you in a professional capacity (i.e. either as your line manager, supervisor, or client).  If you are unable to provide employment references (e.g. you are a school leaver) please provide two alternatives (e.g. academic or personal).  References will be taken up before interview unless you state otherwise.
	Title: 
	
	Title:

	First name:
	
	First name:

	Surname:
	
	Surname:

	Position:
	
	Position:

	Relationship to Applicant:
	
	Relationship to Applicant:

	Company Name:
	
	Company Name:

	Address:


	
	Address:



	Postcode:
	
	Postcode:

	Telephone No:
	
	Telephone No:

	Email Address:
	
	Email Address:

	Please tick if you do not give permission to take up this reference before interview
	□
	
	Please tick if you do not give permission to take up this reference before interview
	□


DECLARATION
	I declare that the information given in this application is true and accept that any false information given may result in my application being disqualified and, if appointed, I may be liable to dismissal.

SIGNATURE:
 DATE:


Please email this form to hrteam@havant.gov.uk or post to HR, Havant Borough Council, Civic Offices, Civic Centre Road, Havant, Hampshire, PO9 2AX.  Do not enclose a CV.  We ask that all applicants complete an application form for consistency and ease of selection.
For Office Use Only


Candidate No:


Date Received:
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