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Gem Ak





	CONFIDENTIAL

JOB APPLICATION FORM: PART-TIME ADMINISTRATOR
The form may be typed, or printed in BLACK INK



	1. PERSONAL INFORMATION

	Name:



	Address:



	Home Phone Number:

	Mobile Number:

	Email:

	National Insurance Number:


	GENERAL

	Under the Rehabilitation of Offenders Act 1974 are there any convictions which you are required to disclose?
	YES
	NO

	Do you have a disability, please provide details and give details of any adjustments that we could make to the job or office environment to enable you to do the job?
	YES
	NO

	Are you aware of anything which may affect your ability to take up employment if offered?
	YES
	NO

	Would you need us to make any special arrangements if we invited you for an interview, for example providing a sign language interpreter?   
	YES
	NO

	If you have answered Yes to any of the questions above, please provide details here.  



	Your right to work in the UK
Are there any restrictions which might affect your right to take up employment in the UK?
	YES
	NO

	If ‘Yes’, please say what.



	To enable us to comply with our obligations under the Immigration, Asylum and Nationality Act 2006, you will be asked to provide written proof of your right to work in the United Kingdom, before any job offer is made to you.  You will be given details of the original document or documents which are required at the appropriate time.  


	Sick leave

How many days’ sick leave from work or education have you had in the last two years? 


	Please give details



	2. EDUCATION AND TRAINING
Please list your qualifications, starting with the most recent:                      

	Qualification    
	Date Achieved                  
	Establishment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Continuing professional development and training courses 

Give details of how you have kept your skills up to date. (Continue on a separate sheet if you need more space.)



	Training/ Qualification Received 
	Date

	
	

	
	

	
	

	
	

	
	

	If you are a member of any professional body please supply details:




	3. EMPLOYMENT

	3A. CURRENT EMPLOYMENT

	Employer’s name:

	Address:



	Post held

	Date commenced:

	Salary: please include bonuses, allowances, pension details

	Reason for leaving/wishing to leave:

	Please give a brief description of your main duties & achievements:




	3B. PREVIOUS EMPLOYMENT
Please tell us about your previous employment. Start with the most recent and work backwards. Please show and explain any gaps in your employment history. (Continue on another sheet if you need to.)

	Employer’s name/ address
	Position held


	Brief description of duties
	Dates and reason for leaving 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	4. AVAILABILITY & INTERVIEW ARRANGEMENTS:

	Dates when you are NOT available for Interview during October


	What notice period do you have to give?



	When is the earliest date you could take up the post, if appointed?




	5. SUPPORTING INFORMATION:
With reference to the Person Specification and Job Description, illustrate, with examples from work, voluntary work experience or life experiences and why you are applying for this position.

Please go onto another sheet if necessary.

	


	6. REFERENCES

All appointments are subject to the receipt of satisfactory references. Please provide the name and address of two referees, one of whom should be your current or most recent employer who can comment on your suitability for the post.

If you were known to your referee by a different name, please also state this.

Telephone and/or written references may be required.



	No references will be taken up until an offer for the post has been made.



	Name:
	Name:



	Position:


	Position:



	Company:


	Company:



	Tel No:

	Tel No:


	Address:


	Address:

	Telephone Number:


	Telephone Number:

	In what capacity does this person know you?

	In what capacity does this person know you?


	DECLARATION

I authorise GemArts to process the information provided in this application in line with the requirements of the Data Protection Act 1998.  I confirm that the information provided within this application is correct and that I understand I may be required to validate any or all information provided.  I also understand that providing false or misleading information may disqualify me from employment, or in the event of discovery after employment, make me liable for dismissal.
Signed: 
  Date:




	DEADLINE FOR APPLICATION: Wednesday 15th September 2010
Please send by post to:

c/o Vikas Kumar

Director

GemArts

Gateshead Old Town Hall

West Street

Gateshead

NE8 1HE 


7. Monitoring Equal Opportunities and Diversity 
	Name: 

	Job you are applying for: 


Equality and Diversity in Employment

GemArts is fully committed to the active promotion of equal opportunities, both in the provision of services and in its capacity as an employer.  With this in mind, we monitor our recruitment and selection procedure in order to ensure that our equality and diversity policy is being properly operated and that no discrimination is taking place.

We would be grateful if you would help us in this process by completing the details below and returning the sheet with your application form.  However, if you choose not to answer the questions your application will not be affected.

This form will be detached from your application form and will not be used as part of the recruitment process.  It will be stored confidentially.  Thank you for your assistance.

Please provide details about yourself by ticking the relevant boxes.

Sex
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Male?              Female?  

Disability
The Disability Discrimination Act defines a disability as ‘a physical or mental impairment which has a substantial and long-term adverse effect on the person’s ability to carry out normal day-to-day activities’.
Do you consider you have a disability under this definition?
 Yes 

No 


Which age group do you fit into?

16 to 24                 25 to 44                 45 to 64                  65 to 74 

How would you describe your ethnic background?
	White:
	
	Black or black British:
	

	British
	
	Caribbean
	

	Irish
	
	African
	

	Any other white background
	
	Any other black background
	

	
	
	
	

	Asian or Asian British:
	
	Mixed:
	

	Indian
	
	White and black Caribbean
	

	Pakistani
	
	White and black African
	

	Bangladeshi
	
	White and Asian
	

	Any other Asian background
	
	Any other mixed background
	

	
	
	
	

	Chinese or other ethnic group:
	
	
	

	Chinese
	
	
	

	Any other ethnic group
	
	
	


Marriage or civil partnership

	Married
	
	In a civil partnership
	

	Divorced
	
	My civil partnership has been legally ended
	

	Widowed

	
	Single
	


How would you describe your sexuality?

	Heterosexual
	
	   Gay woman or lesbian
	

	Gay man
	
	Bisexual
	

	I would rather not say.
	
	
	


How would you describe your religion and beliefs?

	Buddhist
	
	Christian (Church of England, Catholic, Protestant and other Christian denominations)
	

	Hindu
	
	
	

	Muslim
	
	Other
	

	Sikh
	
	No religion
	

	Jewish
	
	I would rather not say.
	


Where did you find out about this vacancy?

Please state:

Please Note:  Our Equal Opportunities and Diversity Policy and Monitoring Form and procedures are under constant review.  We welcome any comments or suggestions from applicants about these documents.
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