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Application for the post of (Post Title):
     
Closing date:




     
Your application will be judged solely on merit irrespective of ethnic origin, race, colour, gender, disability, age, trade union activity, marital status, religious belief or sexual orientation.  
It is important that you complete this form accurately and thoroughly to provide yourself with the best chance of obtaining an interview.

Applications will also be accepted in Word format. Please ensure that you supply all of the information requested in the order that it appears on the application form.
If you require any assistance in this process please contact Human Resources on 0116 2044207.
Please complete in full in black ink or type in the boxes provided
Personal details

	Surname or family name:
	     

	Forename(s):
	     

	Mr/Mrs/Miss/Ms/Other (please click  select)
	 FORMDROPDOWN 

please specify other here      

	Address:
	     

	Postcode:
	     

	Home telephone:
	     

	Mobile telephone:
	     

	Work telephone:
	     

	Email address:
	     


This sheet will be removed for shortlisting purposes

Present or most recent employer

	Employer:
	     


	Job title:
	     


	Date commenced:
	     


	Notice required:
	     


	Grade and/or wage or salary:
	     

	Reason for wishing to leave:
	     



	Please list the key duties and responsibilities of present or most recent job:
	     


Employment history
Please list previous employers (most recent first) using a separate sheet if necessary and account for any gaps in employment.  If you have had no permanent employment to date, give details of any vacation or temporary employment.
	Name and address of employer
	Period of employment

(give precise dates)
	Title of Post and salary/wage
	Reason for leaving

	
	From
	To
	
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Education, training and non-vocational experience
	Secondary Schools, Colleges and/or Universities attended
	Dates
	Qualifications gained or pending (Please state subject and level)
	Grade

	
	From
	To
	
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


NB: You may be asked to produce the certificates as evidence of your qualifications.
	Do you have out of work experience/skills which may be relevant to your application e.g. family duties, voluntary work, leisure interests?
	 FORMDROPDOWN 

Click to select

	If yes, please give details here:

     


Membership of Professional/Technical Bodies and Qualifications

	Name of professional body
	Grade of membership
	By examination
	Date completed

	     
	     
	 FORMDROPDOWN 

Click to select
	     

	     
	     
	 FORMDROPDOWN 

Click to select
	     

	     
	     
	 FORMDROPDOWN 

Click to select
	     

	     
	     
	 FORMDROPDOWN 

Click to select
	     


Training courses attended

	Course
	Duration
	Organising body
	Date completed

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Prevention of Illegal Work

Your obligations under the Asylum and Immigration Act are set out in the notes issued with this application form.  Please confirm below, whether, if selected for appointment, you will be able to provide one of the listed documents to meet the obligation before commencing any employment offered. 

	If selected for appointment, will you be able to produce one of the listed documents in connection with the Asylum and Immigration Act?
	 FORMDROPDOWN 

Click to select

	If no, please explain:

     


Transport

	Some, although not all, posts at NIACE may involve a degree of travel. Our preference for work related travel is via Public Transport. Are you willing to undertake work related travel by this preferred method?
	 FORMDROPDOWN 

Click to select


Rehabilitation of offenders act 1974

	Please give details of any convictions (date, conviction, sentence etc.) that you may have which are not excluded by the Rehabilitation of Offenders Act 1974.

	     


CRB checks

	For some posts, working with young adults and/or vulnerable adults, NIACE is required to carry out a Criminal Records Bureau (CRB) check on individual members of staff. If selected for appointment, would you be willing to undergo a CRB check?
	 FORMDROPDOWN 

Click to select

	If no, please explain:

     


References
Please give the name and address of two persons who would be willing to supply a reference (one of which must be your present or last employer, if applicable).
	
	Reference 1
	Reference 2

	Name
	     
	     

	Position
	     
	     

	Address
	     
	     

	Postcode
	     
	     

	Telephone
	     
	     

	Email
	     
	     

	Capacity in which known to you
	     
	     


	References will be taken up prior to interview for candidates who are shortlisted, unless specifically instructed otherwise. May NIACE obtain references prior to interview?
	 FORMDROPDOWN 

Click to select


Declaration

I declare that all the foregoing details given in this application are true to the best of my knowledge.  I understand that if I knowingly provide false or withhold material information in support of my application I may be dismissed from any post gained as a result.

	Signed:      
	Date:      

	Please give any dates on which you would definitely not be available for interview:

     



NIACE does not acknowledge applications but if you would like an acknowledgement of receipt please enclose a stamped addressed envelope. You will normally hear within three weeks of the closing date if you are being called for an interview. Please return the completed application form by the closing date to:

Human Resources





NIACE

21 Demontfort Street
Leicester

LE1 7GE
Or alternatively by email to jobs@niace.org.uk
Please ensure you have enclosed:

· A covering letter or email outlining skills and previous experience (applications will not be considered otherwise)

· Completed application form

· Equal opportunities monitoring form

· Disability disclosure form
Notification of vacancy

	How did you find out about this vacancy?
	Advertisement
	 FORMCHECKBOX 


	
	Job centre
	 FORMCHECKBOX 


	
	Other
	 FORMCHECKBOX 


	If ‘advertisement’ in which publication?

     

	If ‘other’, please explain

     


Prevention of Illegal Working

Section 8 of the Asylum and Immigration Act 1996 makes it a criminal offence for NIACE to employ a person aged 16 or over who is subject to immigration control unless the person has current and valid permission to be in the United Kingdom and that permission does not prevent the person from taking the job; or

the person comes into a category where such employment is otherwise allowed.

In order for NIACE to meet its obligations and benefit from the defence provided for in the Act, if you are offered an appointment you will be required to present one of the following documents to the Human Resources Department before you commence employment.

· a document from a previous employer, the Inland Revenue, the Benefits Agency, the Contributions Agency or the Employment Service showing your name and national insurance number (e.g. P45, pay slip, P60, NI card or a letter); or

· a British passport confirming that you are either a British Citizen or have the right to live and work in or re-admission to the United Kingdom; or

· a certificate of registration or naturalisation as a British Citizen; or

· a birth certificate issued in the United Kingdom

· an EU passport or national identity card or a passport or other travel document endorsed showing you have indefinite leave to enter or are exempt from immigration control or a work permit or other approval to take employment issued by the Department for Education and Employment.

· a work permit to work in the UK as required by the Accession (Immigration and Worker Authorisation) Regulations 2006, in respect of the special arrangements applying to employing specific Bulgarian and Romanian Workers.
When produced to the satisfaction of the Human Resources Department, the document will normally be copied and retained on file while the employment continues. You will not be allowed to commence employment until this is done and failure to produce a valid listed document will result in any offer of employment being withdrawn.
Please complete the declaration within the Application Form to confirm or otherwise that if selected for appointment you will be able to produce one of the above documents.
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