											Ref. ______________

JOB APPLICATION FORM
Please complete this application form accurately, giving as many details as possible of your skills and experience relating to this job application.  Shortlisting will be based on the information gathered from the form, read in conjunction with the person specification.

POSITION APPLIED FOR

	Job Titile:    SUPPORT WORKER/PERSONAL ASSISTANT




	Where did you see this post advertised?




	Are there any restrictions regarding your employment?  YES/NO
e.g. do you require a work permit?

*If you answer Yes please supply details on a separate sheet




1. APPLICANT’S DETAILS
	
Title:             _____________________________________________

Surname:     _____________________________________________

First Name:  _____________________________________________

Address:      _____________________________________________

                    _____________________________________________

                    _________________________Post Code ___________






	
Home Tel. No:     ________________________________________________

Work Tel. No.:     ________________________________________________

Mobile:                 ________________________________________________
(where possible)
Email Address:    ________________________________________________
(where possible)

Are you:                 Male                     Female  

Do you hold a current driving licence?                                               YES/NO

Has your driving licence ever been endorsed?                                  YES/NO
If yes, please give brief details.
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

Do you have your own transport?                                                     YES/NO




2. EMPLOYMENT RECORD
Please start with your most recent employment.  Briefly describe the main duties and responsibilities of your post.  If you wish to expand on specific areas of responsibility, please do so in Section 5 Experience & Skills.
         i)
	
Employers name: ___________________________________________

Address: __________________________________________________
__________________________________________________________

Job Title: ________________________ From: _________ To: ________

Brief description of duties: _____________________________________
__________________________________________________________

Reason for leaving/changing: __________________________________




(employment record continued)    

     ii)
	
Employers Name: ___________________________________________

Address: __________________________________________________

__________________________________________________________

Job Title: _________________________ From: _________ To: _______

Brief description of duties: _____________________________________

Reason for leaving/changing: __________________________________

__________________________________________________________



          
        iii)
	
Employers Name: ___________________________________________

Address: __________________________________________________

__________________________________________________________

Job Title: _________________________ From: _________ To: _______

Brief description of duties: _____________________________________

Reason for leaving/changing: __________________________________

__________________________________________________________




Should you require additional space, please use a separate sheet.


3. EDUCATION
Please tell us about your education and any qualifications gained, including courses which you are currently undertaking.  Please start with the most recent.

	Subject studied
	Qualification/Level
	Date gained

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	



4. TRAINING COURSES
Please list any training you have received or courses which did not lead to a qualification but which you feel is relevant to the advertised post.

	Training/Course
	Date

	

	

	

	

	

	

	

	

	

	

	

	






5. EXPERIENCE, SKILLS AND GENERAL COMMENTS
After reading the Job Description and Person Specification carefully, consider to what extent you have gained the skills and experience necessary for the post.  Your experience need not have been gained in paid employment and may include special interests relevant to the post.  Should you require additional space use a separate sheet.

	

	

	

	

	

	

	

	

	

	



6. HOBBIES AND INTERESTS
	

	

	

	

	

	

	

	

	

	

	

	

	

	





7.  REFERENCES
Please give name, address and position/occupation of two referees.  One must be your present or most recent employer.  References will only be taken up for the successful candidate.  Testimonials or references from friends and relatives are not acceptable.

	
Name: ____________________________________________________________

Position: ___________________________________________________________

Organisation: _______________________________________________________

Address: __________________________________________________________

__________________________________________________________________


Tel No: ____________________________________________________________




	


Name: ____________________________________________________________

Position: __________________________________________________________

Organisation: ______________________________________________________

Address: _________________________________________________________

_________________________________________________________________


Tel No: ___________________________________________________________







8. CRIMINAL RECORD

Have you ever been convicted of a criminal offence?     YES/NO
If yes, please give full details using a separate of sheet.

N.B. Because of the nature of the work for which you are applying, this post is exempt from the provisions of section 4 (2) of the Rehabilitation of Offenders Act 1974 (Exemptions Order 1975).  Applicants are not entitled therefore to withhold information about convictions which, for other purposes, are ‘spent’ under the provisions of the Act.  Any information given will be completely confidential.

9. SPECIAL REQUIREMENTS (CARE SECTOR)

	
Because this position involves the care of children and/or vulnerable adults employment is dependent on the following: 

1) Your willingness to volunteer to register with the PVG Scheme. 

2) Proof of identity – birth or marriage certificate (where appropriate) and passport (if available). 

3) Two satisfactory written references. 

4) That you will supply a photograph of yourself for retention in your records. 








Could you please indicate below the days you are available to work:-

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	
	
	
	
	
	
	



	Monday
	Tuesday
	Wednesday
	Thursday
	Friday 
	Saturday
	Sunday

	Sleep
Over 
	Sleep
Over
	Sleep
Over
	Sleep
Over
	Sleep
Over
	Sleep
Over
	Sleep
Over

	
	
	
	
	
	
	



10.	CONSENT
Please indicate below if you are happy for us to share your information with other employers looking to recruit.
         Yes/No

[bookmark: _GoBack]11. DECLARATION & SIGNATURE

	
The information supplied in the application form is accurate to the best of my knowledge.

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

Signed                                                                    Date




Please return this form to:

Take Ctrl (South Lanarkshire)
42 Campbell Street
HAMILTON
ML3 6AS

