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  EMPLOYMENT APPLICATION FORM               
CONFIDENTIAL

Application for appointment of:  HEAD OF FINANCE
Equal Opportunities Policy

Penwith Community Development Trust is an equal opportunities employer. It is opposed to discrimination on any ground, whether gender, martial status, age, sexual orientation, social class, colour, race, ethnic origin, creed or disability.


1. Personal Details


  Surname:







Forename(s)

  Preferred title (Miss/Ms/Mrs/Mr/Dr etc):


  Address:  ……………………………………………………………………………………………………….
  ……………………………………………………………………………………………………………………

  …………………………………………………………………Post Code: ……………………………………


  E-mail address:




      Telephone Numbers:  Daytime:











         Evening:

  
  Do you have a valid driving licence
Yes/No      National Insurance Number:
  Do you have regular access to a car?
Yes/No


  Where did you see this post advertised?:   ……………………………………………………………….

  

2. Present or most recent employment (if any)


Job Title:






Date Appointed:


Employer:






Date Left (if applicable):


Address:

………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….


Postcode:






Basic Pay:

£


Period of Notice required:




Other Allowances
£


Brief Description of Duties and responsibilities:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………
Reason for leaving:  ……………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

3. Past Employment

Please give details of previous employment (most recent first)

	Date
	Employer
	Job Title
	Brief Description of Duties
	Reason for leaving

	
	
	
	
	


	Education/Qualifications/Training (inc.overseas)

	Dates from
	Dates to
	Full or Part Time
	Secondary School/

College, University etc.
	Examinations taken to be taken
	Result

Inc Grade

	
	
	
	
	
	


4. Professional Qualifications

	Name of Body
	Level of Membership
	Examinations Passed
	Date of Qualification

	
	
	
	



5. Membership of any Organisation relevant to this Post

(e.g. Voluntary Groups/Professional Bodies)


   ……………………………………………………………………………………………………………………

   ……………………………………………………………………………………………………………………

   ……………………………………………………………………………………………………………………

   ……………………………………………………………………………………………………………………

6. Outside Recreational Activities and Pursuits


   ……………………………………………………………………………………………………………………

   ……………………………………………………………………………………………………………………

   ……………………………………………………………………………………………………………………

   ……………………………………………………………………………………………………………………

   ……………………………………………………………………………………………………………………

   ……………………………………………………………………………………………………………………


7. Convictions

Have you ever been convicted of a criminal offence, other than a spent conviction under the Rehabilitation of Offenders Act 1974?



Yes

No

If Yes then please give brief details:
……………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….
8. Relationship to a Member or Employee of Penwith Community Development
    Trust

Are you related to a Member or Employee of Penwith Community Development Trust?
Yes/No

If Yes, please give details:

…………………………………………………………………………………………………………………….…………………………………………………………………………………………………………………


9.
References

Please give details of two referees. One should be your current employer. Referees will not be approached until a job offer is made.


  First Reference





Second Reference


  Name:






Name:


  Address:






Address:

  …………………………………………………….

…………………………………………………….

  …………………………………………………….

…………………………………………………….

  …………………………………………………….

…………………………………………………….

   
 Postcode:






Postcode:


 Tel No:






Tel No:


 Position/Job Title:





Position/Job Title:


 NB: If either of your referees know you by a name other than your present one, please give that name below:


 10.   Supporting Information


Please explain why you are applying for this position, and why you feel able to do the job, ensuring you align relevant experience and skills to the Person Specification.  Also state what contribution you could make to the successful development of the project.  You should include relevant assignments and projects successfully carried out. 
………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….………………………………………………………………………………………………………………….……………………………………………………………………………………………………………….…………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….

(Please continue on a separate sheet if necessary)

11.   
  Declaration


I declare that the information provided in this application is correct to the best of my knowledge.

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

Please return your completed application form to:  Anna Hopkins, HR & Central Liaison Manager, The Penwith Centre, Parade Street, Penzance TR18 4BU
	PROOF OF ELIGIBILITY

Under Section 8 of the Immigration Act, we are required to check that all employees are eligible to work within the UK.

Please confirm that, if you are offered a position within our organisation, which of the document(s) you would be prepared to supply to us and allow us to check and make a copy.

You MUST include either:  One document from List 1 OR Two documents from One of the Combinations in List Two

	LIST 1 – ONE DOCUMENT ONLY
	PLEASE TICK

	A British Citizen Passport
	

	A passport or national identity card issued by a State which is a part to the EEAA (European Economic Area Agreement) or Switzerland, describing the holder as a national of that State.
	

	A Home Office issued residence permit to a national from a State which is a party to the EEA or Switzerland.
	

	A passport or other document endorsed and issued by the Home Office stating that the holder has a current right of residence in the United Kingdom as the family member of a named national of a State party to the EEAA or Switzerland who is resident in the United Kingdom.
	

	A passport or other travel document endorsed showing the holders entitlement to indefinite stay in the United Kingdom, or no restrictions on the length of stay.
	

	A passport or other travel document endorsed to show that the holder can stay in the United Kingdom; and that this endorsement allows the holder to do the type of work you are offering if they do not have a work permit.
	

	A Home Office issued Application Registration Card for the asylum seeker stating that the holder is permitted to take employment.
	


OR ALTERNATIVELY

	LIST 2 – COMBINATION A.

DOCUMENT 1, PLUS ONE OTHER
	PLEASE TICK

	1. A document giving the person’s permanent National Insurance Number and name.  This 

could be:  P45, P60, National Insurance Card, or a letter from a Government Agency.
	

	2. A full Birth Certificate issued in the United Kingdom, which must include the names of the

      holder’s parents.
	

	3. A Channel islands, Isles of Man or Ireland issued Birth Certificate
	

	4. A Registration or Naturalisation Certificate confirming the holder is a British Citizen
	

	5. A Home Office issued letter to the holder confirming that the named person is entitled to indefinite stay in the United Kingdom, or has no time restriction on their stay.
	

	6. A Home Office issued Immigration Status Document to the holder, which is endorsed confirming the named person is entitled to indefinite stay in the United Kingdom, or has no time restriction on their stay.
	

	7. A Home Office issued letter to the holder confirming that the named person is entitled to stay in the United Kingdom, and this allows them to undertake the type of work you are offering.
	

	8. A Home Office issued Immigration Status Document to the holder, which is endorsed confirming the named person is entitled to stay in the United Kingdom, and this allows them to undertake the type of work you are offering.
	


OR ALTERNATIVELY:
	LIST 2 – COMBINATION B.

DOCUMENT 1, PLUS ONE OTHER
	PLEASE TICK

	1.   Work Permit or other approval to take employment issued by Work Permits UK.
	

	You MUST check and copy a document issued by Work Permits UK, as detailed in document 1 above, in addition to checking and copying ONE of the documents listed below.
	

	2. A passport or other travel document endorsed, showing the holders entitlement to stay

      in the United Kingdom and can take the work permit employment in question.
	

	3.  A Home Office issued letter to the holder confirming that the named person is entitled to stay in the United Kingdom, and can take the work permit employment in question.
	


PENWITH COMMUNITY DEVELOPMENT TRUST
Equal Opportunity Policy Form
We are an equal opportunity employer.

We have a policy to ensure no job applicant or employee receives less favourable treatment on the grounds of sex, disability, marital status, colour, race or ethnic origin, age, religion, religious belief, sexual orientation, gender re-assignment or is disadvantaged by conditions or requirements which cannot be shown by us to be justifiable.

We frequently review selection criteria and procedures to ensure that individuals are selected, promoted and treated on the basis of their relevant merits.

All our employees are given equality of opportunity and are encouraged to progress within the organisation.

We are committed to an ongoing programme of action to make this policy fully effective. To ensure this policy is fully and fairly implemented and monitored and for no other reason, would you please provide this information below.

I would describe my sex and ethnic origin as:

	Male ڤ
	Female  ڤ

	White
	Black - Caribbean
	Black - African
	Black – Other

(Please Specify)

	
	
	
	

	Indian/Pakistani
	Bangladeshi
	Chinese
	Other

(Please specify)

	
	
	
	


Signed ...........................................……………………………….

Print name 

...........................................……………………………….

Job Applied For
...........................................……………………………….

Date


...........................................……………………………….

When completed, please return this form to us, together with your Application for Employment Form.
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