	

	Balsall Heath Local History Society

Job Application Form



	Instructions

Please read carefully all instructions and job details prior to completing this form.

Please use BLACK ink, as it will be necessary to photocopy your application.

Attached CV’s will be removed. Please ensure you complete ALL sections of this application form.

	
	

	Position Applied For
	Project Officer

	
	

	Department
	Balsall Heath Local History Society

	
	

	Closing Date
	3rd September 2012 5pm

	
	

	Date Received
	Office use

	
	

	


	
	Internal Use Only

	
	

	PERSONAL DETAILS

	Title  FORMDROPDOWN 

	Nat Ins No.      

	First Names      
	Surname      

	Email Address
	     

	Home Address
	     

	Contact Telephone Numbers: Day      
	Eve      

	

	REFEREES

	Please give details of two people who may be approached for a reference who can comment on your suitability for this position. One referee must be your present or most recent employer.  In exceptional circumstances, personal references will be allowed.

	1. Present/Most recent employer
	2. Second Referee

	Name      
	Name      

	Job Title      
	Job Title      

	Organisation Name      
	Organisation Name      

	Address      
	Address      

	Telephone Number      
	Telephone Number      

	In what capacity does this person know you?
	In what capacity does this person know you?

	     
	     

	If you do not wish us to approach the above referee prior to interview, please cross the box.  FORMCHECKBOX 

	If you do not wish us to approach the above referee prior to interview, please cross the box.  FORMCHECKBOX 


	Balsall Heath Local History Society reserves the right to contact any of your previous employers.


	Post Title:

Project Officer
	
	Internal Use Only

	

	EDUCATION, QUALIFICATIONS AND TRAINING

	Please list your formal educational qualifications and any professional training undertaken relevant to this post.  If gained in a country other than the UK please indicate at what level – e.g. A level equivalent.  Where applicable please include details of examinations which have been or are about to be taken, but results of which are not yet available.  Proof of any qualifications/status/training mentioned will be required before an appointment is made.

	Secondary, Further and Higher Education:

	Subjects
	Qualification gained, e.g. GCSEs, Highers
	Grade

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Professional Qualifications:

	Name of Professional body and qualification awarded
	Membership Grade
	Was membership gained by exam?
	Date Course completed

	     
	     
	    
	     

	     
	     
	    
	     

	     
	     
	    
	     

	Training Courses attended: (Relevant to the post) Date and accreditation gained

	     

	     

	     

	     

	Continue on separate sheet if necessary


	

	DETAILS OF CURRENT OR MOST RECENT EMPLOYMENT

	Briefly describe your current/most recent employment, highlighting duties, responsibilities, skills or experience gained relevant to the post for which you are applying.  If you are a school or college leaver, please include details of any placement/holiday employment.

	Name and address of employer
	Date From
	Date To
	Reason for Leaving
	Notice Required
	Salary

	     
	     
	     
	     
	     
	     

	Job Title      

	Brief Description of Duties

     

	DETAILS OF PREVIOUS EMPLOYMENT (including voluntary, home-based or part-time work)

	Please provide details of your past employment history to date, starting with your most recent first, accounting for any periods of time not spent in further education of employment.  For posts within the last five years please confirm salary details.

	Name and address of employer
	Position held & grade if applicable
	From

Month/Year
	To

Month/Year
	Final

Salary
	Reason for

Leaving

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	
	Internal Use Only

	YOUR ABILITY TO MEET ESSENTIAL CRITERIA FOR THE POST 

	The job description details the key areas of responsibility and tasks involved.  The person specification details key areas of knowledge, experience and skills, some of which are essential.  Please demonstrate in this section how you meet the person specification requirements.  Short-listing will depend on how well you demonstrate your ability to meet these criteria.

Continuation pages (no more than 3) must include your name and position applied for on each page and must be numbered.  You should ensure any continuation sheets are appropriately secured to the Application Form.

CV’s/Referral to CV’s will not be accepted

	

	
	Continue on separate sheet if necessary


	

	ARRANGEMENTS FOR INTERVIEW

	It is our objective that people with disabilities receive fair treatment and are considered solely on their ability to do the job.  If you are disabled you are guaranteed an interview if you meet the minimum essential requirements for the post. Are there any arrangements we can make if you are called for interview? Please give details on the Equal Opportunities monitoring form.

	OTHER INFORMATION

	The post for which you are applying is exempt from the provisions of the Rehabilitation of Offenders Act 1974. If you are invited to an interview you will be required to declare details of any (pending) convictions (spent and unspent) and cautions at an early stage in the application process.  This information should be sent under separate, confidential cover, to the Personnel Officer at St Paul’s Community Development Trust, and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process.  Having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the position and the circumstances and background of your offences.

	Please indicate number of days sickness in the past 12 months:    

	Do you require a work permit?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	DECLARATION

	I declare that the information contained in this form is true and accurate. I understand that giving false information may result in the application not being pursued or the contract of employment being terminated if already appointed

If completing this application on line a signature will be required at interview stage 

	Signature:
	Date:

	IMPORTANT: Please return completed form to: Personnel (Private  & Confidential),

St. Paul’s Community Development Trust, Hertford Street, Balsall Heath, Birmingham, B12 8NJ

Or email to personnel@stpaulstrust.org.uk

	Application forms of unsuccessful candidates will be destroyed after six months.


	Balsall Heath Local History Society
	Internal Use Only

Project Officer

	
	Equal Opportunities Monitoring
Please note that this form is always removed prior to short-listing.

We hope you will assist us by completing this form. This information is being gathered to monitor our equal opportunities policy, and for no other reason. The data will be treated with the utmost confidentiality. It will not be taken into account in assessing information on your application

	Where did you hear about the vacancy?
	Are you:  FORMCHECKBOX 
 Male  FORMCHECKBOX 
Female 

	 FORMCHECKBOX 
 Evening Mail
	 FORMCHECKBOX 
 Forward
	 FORMCHECKBOX 
 Job Centre
	Date of Birth      

	 FORMCHECKBOX 
 Web Search
	 FORMCHECKBOX 
 Jobs & Training Weekly
	 FORMCHECKBOX 
 Internal Advert
	Age (years)    

	 FORMCHECKBOX 
 Our web site
	 FORMCHECKBOX 
 Other
	     

	Do you require a work permit?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Do you consider yourself to have a disability?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	ETHNIC ORIGIN

	How would you describe your ethnic origin? Please put a cross in one of the boxes

	Ethnic origin refers to members of an ethnic group who share the same cultural background and identity. The categories listed below are approved by the Commission For Racial Equality.

	 FORMCHECKBOX 
 Asian or Asian British - Bangladeshi
	 FORMCHECKBOX 
 Mixed – White and Black African

	 FORMCHECKBOX 
 Asian or Asian British - Indian
	 FORMCHECKBOX 
 Mixed – White and Black Caribbean

	 FORMCHECKBOX 
 Asian or Asian British - Pakistani
	 FORMCHECKBOX 
 Mixed – other Mixed

	 FORMCHECKBOX 
 Asian or Asian British - Other Asian
	 FORMCHECKBOX 
 White - British

	 FORMCHECKBOX 
 Black or Black British - African
	 FORMCHECKBOX 
 White Irish

	 FORMCHECKBOX 
 Black or Black British - Caribbean
	 FORMCHECKBOX 
 White – Other White

	 FORMCHECKBOX 
 Black or Black British - Other Black
	 FORMCHECKBOX 
 Yemeni

	 FORMCHECKBOX 
 Chinese
	 FORMCHECKBOX 
 Not known or prefer not to say

	 FORMCHECKBOX 
 Mixed – White and Asian
	 FORMCHECKBOX 
 Any other group (specify)

	OTHER

	Religion
	I have no religious beliefs  FORMCHECKBOX 
 Prefer not to say  FORMCHECKBOX 


	I would describe my religious background as: 
	

	Sexual Orientation
	

	Bi Sexual  FORMCHECKBOX 

	Gay/Lesbian  FORMCHECKBOX 

	Heterosexual  FORMCHECKBOX 

	Prefer not to say  FORMCHECKBOX 


	ARRANGEMENTS FOR INTERVIEW

	Please give details of any arrangements you may require if called for interview

     

	

	Information included on this form is covered under the Data Protection Act 1988.  This information will be kept on your personal computerised or paper record.  You have the right to see the information held on you.  By signing the form you have given BHLHS’ express permission to process this data.


