CONFIDENTIAL 



[image: image1.jpg]W(OMANKIND

WORLDWIDE




Application for Employment


You should compete this form in DARK INK or TYPE      


Please do not send CVs as they will not be accepted

Please return this form to:

Recruitment, WOMANKIND Worldwide, Development House



56 – 64 Leonard Street, London, EC2A 4LT, or email to: recruitment@womankind.org.uk 
Application for the post of  .................................………………...........................................

	Personal details  (Please print clearly)



	Surname 


	Title (please delete) Mr/Mrs/Ms/Other 

	Forenames 


	Address 



	Tel (home)

Tel: (mobile)

Tel: (Work)

May we contact you at work?    YES (     NO (
Email:  

	 Do you require a work permit (please indicate) Yes/No 



	References :

Please give details of two people, not related to you, who may be approached for references as to your suitability for the post. One should be your present (or most recent employer/voluntary organisation). The second should be a reference who is able to comment on your work abilities preferably a previous employer. 


	Name:

Address:
Contact number: 

Email:  


	Name:

Address:
Contact number:

Email: 

	Relationship: 


	Relationship: 

	May we approach prior to interview? Yes/No 

	May we approach prior to interview? Yes/No


	Present or most recent employment/voluntary work:


	Employers name & address: 


	Job Title: 
 
	Date Commenced: 
Date finished (if applicable): 


	Brief description of your duties and responsibilities: 



	Salary: 


	Notice required: 


	Previous employment and other relevant experience (Please enter most recent employment first and include any voluntary or unpaid work.  Also account for any breaks in employment.  Continue on a separate sheet if you wish)



	Employer’s Name & Address
	Post/Job Title
	Date From: 

	Date To: 
	Reasons for leaving 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Qualifications and training 

Please give details of your education, qualifications and training relevant to the application 



	Date:

From:        To
	Qualification/course completed
	School/college/university 
	Date gained and results 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	(  Additional Information

Please use this space to provide any further information you may wish to give in support of your application.  Give details of all skills, experience and achievements relevant to the person specification of the post for which you have applied.  Continue on an additional sheet if necessary.




(  Declarations

1.
I hereby declare that the information given in this form is, to the best of my knowledge, correct  and gives an accurate representation of my application and employment history.


Any fabrication may lead to dismissal if appointed.

Signature .................................................…….……………
Date ………………………........…..

WOMANKIND Worldwide

Guidance notes on completing the application form

 

You are advised to read the following notes carefully as the decision to short-list you for interview will be based solely on the information you provide on your form.  If there is anything on the form that you do not understand you can contact the Human Resources Manager who will be able to talk to you about completing it. Please note that we do not accept CVs.
 

JOB SPECIFICATION
Each advertised post has a job description and a person specification.  The job description outlines the main duties of the job and the person specification sets out the criteria against which you will be assessed as an applicant.

 

PRESENT OR PREVIOUS EMPLOYMENT
When completing please ensure that you include your current and previous employers (paid or voluntary), even if you feel that these jobs are not the most relevant to your application.  You will have an opportunity to say more about your skills and experience that you think are relevant, further on in your application.  Include information about any work undertaken on a voluntary basis, particularly if you have not been employed before or you are not currently employed.

ADDITIONAL INFORMATION

This is where you tell us how you meet the selection criteria for the job.  The criteria against which you are assessed is described in the person specification.  Rather than simply repeating your career history, look at the skills and experience required by the job.  List the criteria described in the person specification and for each one give specific examples of work or actions that show you have the skills requested. Do not forget the skills and experience you have gained outside full time work.  If you have been out of paid employment for a long time, or have never been employed, your job history might be less important than some of the responsibilities and experience you have had more recently, for example you might have considerable domestic responsibilities, or might organise social or community activities in your spare time.

 

REFERENCES
Please give the name of your current, and /or most recent employer.  
APPLICANTS WITH DISABILITIES
If you consider that you need a particular aid, facility, or any additional assistance from us during the recruitment process, please contact the Human Resources Manager and we will do everything we can to accommodate any special requirements you may have.

 

PRACTICAL ASSESSMENTS
From time to time we use various practical assessments as additional ways of assessing the skills of candidates. A practical assessment could be an oral presentation, a written exercise or a test of skills.  Do not be put off by the idea of an assessment, it is only a method of allowing you to demonstrate your skills and abilities to the selection panel. Should you be selected for an interview, we will let you know whether a practical assessment will be used.

 

DIVERSITY 

WOMANKIND Worldwide  is an equal opportunity employer and will apply objective criteria to assess potential suitability for jobs. We aim to ensure that no job applicant or employee receives less favourable treatment on the grounds of race, colour, nationality, religion, ethnic or national origins, age, gender marital status, sexual orientation or disability.  We would ask you to help us by completing the Monitoring Form included with this information pack. This helps us monitor the effectiveness of our policy and all information given by applicants is treated in confidence. 
CLOSING DATE
Make sure you are aware of the closing date quoted and make certain your application form is returned in plenty of time.
Reference No:




























































































