Candidate Number: ………………
(For RISC use only)

JOB APPLICATION FORM





CONFIDENTIAL
1. Post applied for: RISC Caretaker/Cleaner
2. Where did you see this post advertised?
3. First name(s):                                    

4. Title (Mr/Mrs/Ms etc):              

5. Surname or Family name: 

6. Address:  

7. Post code:  

8. Main Contact Telephone Number:


 

9. Alternative Contact Telephone Number:
10. Contact e-mail address:
11. Do you have the Right to Work in the UK for the duration of this project?

     Yes  
   No

    If employment is offered, you will be requested to produce documented evidence confirming your entitlement to work in the UK.

12. Do you have any unspent or pending criminal convictions?


     Yes  
   No 

    If you have answered Yes, please provide full details in a separate sealed envelope addressed to the Recruitment Co-ordinator and marked “confidential”.

13. Is there anything concerning your medical history or state of health that is relevant to your application?  


    Yes*  
    No  

    *If you have answered Yes, please refer to the Equality and Diversity Monitoring Form enclosed.

14. If you are disabled within the meaning of the Disability Discrimination Act, and you are invited for interview, are there any arrangements we can make to assist at your interview?

This first sheet and the last one with your references and signature together with the Equality & Diversity monitoring form will be removed and information therein will not be used as part of the selection process but will only be used to make practical arrangements for interview,  appointment and monitoring purposes.
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SECTION 1:  Education and Training
Please tell us about your education and any qualifications which you feel are relevant to the post.  Include relevant courses which you are currently undertaking.  Please start with the most recent.

	

	Name and Address of University/College 


	Subject Studied
	Qualification/

Level
	Date Awarded

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Professional Membership and Qualifications

Awarding Body                     Qualification/Membership Status    Date Awarded
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	Training and short courses (work and outside work)

Please tell us about any training you have received or courses you have undertaken which did not lead to a qualification but which you feel are relevant to the post advertised.

	Training Course                                                                               Date

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


SECTION  2.  Employment History
	Present employer (or last employer, if not currently employed*)

	Name and address of employer
	

	Job title
	

	Present salary and grade
	
	Date of

appointment
	

	Reason for leaving
	
	*Date of leaving
	


	Please give a brief description of your present duties and responsibilities
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	Previous employment (paid or unpaid) 

Please give details of your previous employment and work experience (whether paid or unpaid) over the last ten years starting with the most recent 

Name and address                                                                              Reason

of employer                    From        To           Position held               for leaving
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SECTION 3.  Supporting Statement
	Please state how you consider your experience, knowledge, skills and abilities match those of the Person Specification. Wherever possible, provide examples from your current or previous work experience. It is important that you cover each of the areas detailed in the Person Specification since this is the information that will be used for short-listing. You may continue typing beyond this page or writing on a separate piece of paper, but please ensure this is enclosed with your application and, if not part of this document that it has your name (which will be removed before it is copied to the short listing panel) is on it.
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	Referees

	Please provide the contact details of two referees, one of whom should be your current or most recent employer.  If you have no or limited employment experience please provide referees from your educational establishment or from any voluntary/temporary work.  Do not include family members or friends.

	Referee 1

Name                                                                 Relationship to you

Job title

Address

Contact telephone number                               

Contact e-mail address

Referee 2

Name                                                                   Relationship to you

Job title

Address

Contact telephone number                                 

Contact e-mail address




	Declaration and signature

	The information supplied in this application form is accurate to the best of my knowledge.  I understand that deliberate omissions and incorrect statements could lead to my application being rejected or to my dismissal.

Signed*………………………………………               Date……………………….

* If you return this form by e-mail you should note that, in the absence of this signature, the e-mailing of this application constitutes your personal certification that the details are correct.




Thank you for taking time to complete this application

Please send your completed form and return together with your completed Equality and Diversity Monitoring Form to: jane@risc.org.uk, or by post to Jane Amin, RISC, 35-39 London Street, Reading RG1 4PS.
Information provided will be kept securely for 6 months for unsuccessful applicants and 7 years after the end of employment for employees, after which time all data will be destroyed. We will not share any of your details with anyone outside of RISC without your permission. 
EQUALITY AND DIVERSITY MONITORING FORM
Reading International Solidarity Centre (RISC) is committed to equality of opportunity in its recruitment and selection process to help achieve and maintain a diverse workforce. All applications for posts will be considered solely on merit.  

In order to assist RISC to monitor the effectiveness of its Equality and Diversity Policy, please take a few moments to complete this section of the form.

The information you provide will be treated in the strictest confidence and will not be used in any way as part of the selection process. This section of the form will be detached from the application form upon receipt and will not be seen by members of the selection panel. 

This information will be held on file for the purposes of monitoring the operation of the Equality and Diversity Policy and is subject to the provisions of the Data Protection Act.

	Job title: Caretaker/Cleaner


	1.  ETHNIC MONITORING

	Which group do you most identify with?  Please put a tick against only ONE group.

	A.  White

	British

	English            Scottish           Welsh

Other – please write in

	Irish

Any other White background – please write in 

	B.  Mixed

	White and Black Caribbean           White and Black African           White and Asian

Any other mixed background – please write in

	C.  Asian, Asian British, Asian English, Asian Scottish, Asian Welsh

	Indian           Pakistani           Bangladeshi

Any other Asian background – please write in

	D.  Black, Black British, Black English, Black Scottish, Black Welsh

	Caribbean           African

Any other Black background – please write in

	E.  Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh or other ethnic group

	Chinese

Any other ethnic group – please write in

	2.  DISABILITY MONITORING

	Are disabled within the meaning of the Disability Discrimination Act *(DDA)?  Yes                     No

	If yes, please state how.

Wheelchair user                     Other mobility disability                   Visually impaired                    Hearing impaired 

Any other disability – please write in




Thank you for assisting RISC to monitor the effectiveness of its Equality and Diversity Policy.

Please return it - together with your completed application form - to the address shown on the application form.

· Physical or mental impairment that affects your ability to carry out normal day to day activities which are substantial, adverse and long term.
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