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Private and Confidential

Job Application

(Please Note:  This application form must be completed fully. CV’s are welcome but are not an acceptable substitute for an application form or justification for a partly completed application form)

The information you provide in your application is the only information we will use in deciding whether or not you will be shortlisted for an interview.   It is therefore very important that you give us as much relevant information as possible.   Please complete in black ink or typescript

Post Title:
Project Officer – B4L Co-ordinator
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Surname:





     Forenames:


Address:


Tel No:
Work:



   Home:   


       Mobile:   


E-mail Address: 

Are you eligible to work in the UK?   Yes / No

Do you need a work permit?     Yes / No
Do you hold a full driving licence?       Yes/ No

Education

Please start with your last secondary school, education / training courses attended and 

qualifications gained; any voluntary / unpaid activities

	Secondary Education (Name and address of school )

	Exams taken
	Date
	Results obtained

	
	
	
	

	College / University   (Name and address)
	Exams taken
	Date
	Results obtained

	
	
	
	

	Other courses attended which you consider relevant to the position applied for (Course title)
	Organising Body
	Date
	Qualifications Gained

	
	
	
	

	Please give details of experience / skills acquired where no formal qualifications has been gained



	Other qualifications / membership of professional institutions


	


Employment

(Including part-time or holiday jobs lasting more than six weeks) in chronological order

	Dates

(Month and Year)
	Name and Address of Employer
	Position Held / Summary of Duties
	Reason for

 Leaving

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	PRESENT POST

	
	
	
	



When could you take up this appointment?


Do you have any criminal convictions that are “unspent”

under the Rehabilitation of Offenders Act 1974?

           Yes / No

ARE YOU RELATED TO ANY MEMBER OF THE BIG4LITTLEMOOR

PARTNERSHIP OR TO ANY STAFF MEMBER OR TRUSTEE OF

DORSET COMMUNITY ACTION?






Yes / No
Suitability for the Job

This is the most important part of your application.   It is where you should tell us what makes you suitable for this particular post.    Your application will be judged against the Person Specification in the Job Description, which is the list of essential requirements for the post.    You should address each point of the Person Specification, giving details of what skills, experience and knowledge you have in these areas, the points from the Person Specification can be used as headings if required.
Always be specific.   Make positive statements and don’t use general phrases such as ‘I have the necessary skills ……’ or ‘I am confident I can do the job well ….’ the shortlisting panel needs to know how and why

You should give details of duties carried out in your current and previous jobs.   Don’t forget to mention any relevant experience gained outside paid employment.    For example, you may have done voluntary work in the community or have experience of organising activities socially.   If there are other specific requirements or specific qualifications asked for, be sure to indicate whether you satisfy these

	


References

Please give the names and addresses and telephone number of two referees, one of whom must be your current or most recent employer.   The second referee can be anyone, including a previous employer.   Any offer of employment made to you will be dependent on whether we receive satisfactory references from the two people you nominate.   We will contact your referees only if we offer you the job and not before.







  Name:




   Job Title:



 Address:




   Daytime Telephone:




















   Email:


No approach will be made towards your current employer for a reference, until an offer 
of employment has been made to you.


Name:




Address:




    Daytime Telephone:  








    Email:
In what capacity do you know your second referee?


Declaration

I confirm that the information I have given in this application form is correct to the best of my knowledge and belief. Should it later be discovered that I have given false information in order to obtain a position I understand that my employment could be terminated by dismissal.


Signed:     

                                                               Date:   
Where did you see this post advertised?


Please email your completed application form to
jobs@dorsetcommunityaction.org.uk 

 Dorset Community Action, The Little Keep, Barrack Road, Dorchester, Dorset DT1 1SQ   
Charity Registration Number:  1060910 
   Company Registration Number:  3320011






		









































Employer









































	Second Referee
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