JOB APPLICATION FORM
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Thank you for your enquiry

Please complete all sections of this application form. You may attach on separate sheets any relevant additional information. Completed applications will be short listed for interview based on the degree to which suitable evidence is found of your qualifications, training, experience, knowledge, skills and abilities that match those set out in the person specification. Please therefore read in detail the person specification and job description before completing your application.
Section One – Personal Details
	Post applied for:

	

	Where did you see this post advertised?


	Title:
	Surname:
	First name/s:

	
	
	

	Home address:

	


	Telephone numbers: please include full STD code

	Home:
	

	Work:
	

	Mobile:
	

	May we contact you at work?
	 Yes/No*


	Email address:
	


	Do you have the right to work in the UK and a current work permit?
	 Yes/No*

	If applicable, please state the expiry date of your right to work in the UK and/or your work permit:
	


	If you are currently working, please state your notice period:
	


	Do you have a full driving licence?
	Yes/No*

	Do you have any current endorsements?
	Yes/No*

	Do you have use of a car?
	Yes/No*


* Please delete as applicable

Section Two – Education and Training
	Secondary education:
	Dates attended:
	Qualifications & grades:

	
	
	

	Further/higher education:
	Dates attended:
	Qualifications & grades:

	
	
	

	Other relevant training

	Training course:
	Dates attended:
	Level & qualification (if applicable)

	
	
	

	Are you undertaking any course of study at present? (if so, please give details)

	

	It is Learning Links’ policy to verify the qualifications of all successful job applicants and you may be asked at a later stage in the recruitment process for your consent to checks being carried out.


Section Three – Employment History
Please give details of your present or most recent employment/voluntary work first and work backwards.  Please continue on a separate sheet if necessary, using the same format. 
	Date from / to (month/year)
	Employer’s name and address
	Job title and brief description of duties
	Salary and reason for leaving

	
	
	
	


Gaps in Employment

Please provide information of any gaps in employment. Verification of employment gaps will be required if an offer of employment is made.
	From (month/year)
	To (month/year)
	Reason

	
	
	


Section Four – Experience and Skills
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. It is important that you provide evidence of your achievements by giving examples to support your application. You may continue onto additional sheets of A4 paper if necessary.
	


Section Five

Please give your reason/s for applying for this post.
	


Section Six – References 
Please ensure that you give a minimum of two references, the first of your references must be your present employer. If you are unemployed, this should be your last employer, or if this is your first job, your head-teacher or college tutor. References will only be taken up for the successful candidate.

	Current Employer
	
	Previous Employer

	Name:
	
	Name:

	Position:
	
	Position:

	Organisation & Address:
	
	
	Organisation & Address:
	

	Telephone:
	
	Telephone:

	Email:
	
	Email:

	In what capacity do you know them?
	
	In what capacity do you know them?

	
	
	


	Previous Employer
	
	Previous Employer

	Name:
	
	Name:

	Position:
	
	Position:

	Organisation & Address:
	
	
	Organisation & Address:
	

	Telephone:
	
	Telephone:

	Email:
	
	Email:

	In what capacity do you know them?
	
	In what capacity do you know them?

	
	
	


Section Seven – Criminal convictions
	Do you have any unspent criminal convictions?
	 Yes/No*

	If ‘yes’, please give full details:
	

	Any information disclosed will be taken into consideration but will not automatically prevent your application proceeding.  If you are appointed, failing to disclose any unspent criminal conviction may lead to your dismissal. A DBS disclosure at a level appropriate to the post will be requested, where applicable, for the successful applicant.
Learning Links policy on the recruitment of ex-offenders and the DBS code of practice are available upon request. 


Section Eight – Data Protection and Declaration
	Data Protection

Information from this application may be processed for purposes registered by Learning Links (Southern) Ltd under the Data Protection Act 1998. Individuals have, on written request and payment of an administration fee, the right of access to personal data held about them.

I hereby give my consent to Learning Links (Southern) Ltd processing the data supplied in this application form for the purpose of recruitment and selection. 

Declaration

I declare that the information in this application is to the best of my knowledge complete and correct. I understand that any false, incomplete or misleading statements may lead to dismissal, if appointed.

Signed:

Dated:




Please email your completed application to: tracey.kinsella@learninglinks.co.uk
Alternatively you can post a hard copy to the below address – please be sure to mark the envelope ‘CONFIDENTIAL’:  Tracey Kinsella, Administration Manager, Learning Links (Southern) Ltd, Unit 3, St George’s Business Centre, St George’s Square, Portsmouth, Hampshire, PO1 3EY

Due to the volume of applications received, we are unfortunately unable to acknowledge receipt of your submission unless it is specifically requested.  If therefore you have not heard from us after the interview date (as shown on our advertisements), please presume your application was unsuccessful on this occasion.  If however you would like specific feedback on your application form, please request this through Tracey Kinsella (tracey.kinsella@learninglinks.co.uk / 023 9229 6460) and we will endeavour to provide this to you within 10 working days of the interview date.
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