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Application for Employment 

Selection is based on how you demonstrate your ability to do the job detailed in the Job Description. Personal Details will not affect the assessment or scoring of your application.

Please return your completed form to the address stated in the job advert/attached letter. If you have any queries about how to complete this form or want to use an alternative method of applying, please contact us via the details on the job advert/attached letter. 

Section 1- Personal Details

Personal details    

	Applicant no

(HR use only)
	

	Title (Mr / Mrs etc)
	

	First name(s)
	

	Last name
	

	Known as
	


What job are you applying for?

	Job title
	

	How did you find out about this job?
	


Contact details 
	Address 


	

	Email address 
	

	Telephone 
	Home:

Mobile:

Work:

Please indicate your preferred contact no

	How would you prefer us to contact you?
	phone / email / letter / no preference


You are now starting the assessed part of the form.

Instructions
Use this form to demonstrate how well you match the Person Specification (located within the Job Description) for the job you are applying for.  You need to refer to the Job Description and Person Specification for the job you are applying for throughout this form. 
You need to demonstrate all the main points on the Person Specification during the selection process to get the job. Points listed as "desirable" will form secondary measures for selection if there are many suitable applicants. A CV is not required in addition to this form, although you can attach a CV or further documents to support your application when you submit this form if you choose.
Section 2 - Qualifications 

Tell us about how you meet the requirements of the section titled “Qualifications and Professional Membership” in the Job Description. List all of your achievements relevant to this job, including Maths and English, and any others you feel could be important (for example for your career development) starting with the most recent. Proof of qualifications and membership of professional bodies will be checked if an offer is to be made.

Qualifications:

	[image: image1.jpg]Qualification type and subject

eg GCSE English Language
	Grade/Level attained
	Name of School, College, University etc
	Date achieved

(MM/YY)

	
	
	
	


Membership of Professional Bodies:

	Name of Professional Body
	Date achieved
	By exam or election?

	
	
	


Alternative evidence: If you do not have the qualification(s) or membership(s) required, tell us how you meet this standard through your experience.

	


Section 3 – Experience

Tell us about how you meet the requirements of the sections titled “Experience” in the Person Specification.

Job History

Give details of your employment starting with your current or most recent job. Use the column titled “Job title and duties” to give brief details, where relevant, to show how your experience meets the requirements in the Job Description. Indicate gaps in employment and tell us what you were doing during this time (eg full time study).  Please continue on a separate sheet if you need to.
Current job / Most recent job (please indicate which):

	Name of employer and nature of business:
	Job title and duties:
	Dates of employment (MM/YY)

	
	
	From:
	To:

	
	


Previous job history:

	Name of employer and nature of business:
	Job title and duties:
	Dates of employment

 (MM/YY)

	
	
	 From:
	To:

	
	
	
	


Other experience: Describe any relevant experience you have had outside of work which shows how you meet the “Experience” section of the Job Profile.

	


Section 4 – Skills and Competencies

Tell us about how you meet the key Skills and Competencies listed in the Person Specification. Provide evidence showing how you possess the required skills and including examples from your experience.  Describe relevant achievements fully to show the highest standard of your skills.  How you demonstrate the key Skills and Competences will be vital in the assessment of your application for shortlisting.  Please continue on a separate sheet if you need to.
	


You have now completed the part of your application, which will be assessed for shortlisting. 

Section 5 – What happens next?

We will let you know if you have been selected for interview or not and will be happy to give you feedback on your application. If you get the job, we will need two satisfactory references, proof of your necessary qualifications, medical clearance and proof of your eligibility to work in the UK before you start work with us.

References

External applicants: Provide contact details firstly of your current or most recent employer, or if you are in full time education, a referee from your place of study. Your second referee should be a previous employer, an academic referee, or someone who has known you for at least 3 years in a professional capacity.

First Reference




Second Reference

	Name: 
	Name:

	Full Address and Postcode: 
	Full Address and Postcode:

	Telephone No:
	Telephone No:

	Email:
	Email:

	How long has this person known you and in what capacity?
	How long has this person known you and in what capacity?


	


	


Please indicate if you do not want us to contact your referees without letting you know first:                    Reference 1:

 Reference 2:   

Section 6 – Declaration

I declare that the information given in this form and in any accompanying document is true to the best of my knowledge and belief. I understand my application may be rejected and/or I may be dismissed following appointment if I have given any false or misleading information or have withheld any relevant details.
Please sign: _________________________

	


or place an ‘x’ in the box if completing electronically:   

Section 7 – Privacy
The information that you provide will be handled and processed in accordance with the Data Protection Act 1998 and General Data Protection Regulations (GDPR) 2018. Aspire’s Privacy Notice for Job Applicants can be viewed on our website at www.aspiresussex.org.uk/vacancies.

Note - Attachments:

This form has been designed to gain all the information from you that we require for shortlisting. Only attach further documents, which you think will support your application with further information relevant to the Job Profile.
Please email completed form to hr-team@aspiresussex.org.uk

