Job Application Form
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We do not accept CVs, as they do not contain the information we require to consider your application. The only way we can consider you is for you to fill in the applica​tion form and send it to us by the closing date either by post to our office or by email to info@amazesussex.org.uk. Forms received after the published closing date will not be considered.

Once all the forms are received, we will be able to compare the experience and skills you have listed on the form against the require​ments for the post, as shown on the person specification.

Before returning the form, please ensure you have covered all the points on the person specification. You can use the same headings as appear on the person specification on your application form. But don't simply say that you have experience of a particular require​ment. Tell us where you gained the experi​ence using clear examples that also show what you did.Please remem​ber that your experience can come from outside of paid work. Valid experience can be gained from a range of other activities, such as volunteering, running a group or club, organising events at school, union activity. 
Tell us about the skills you have acquired. And please make sure that you don't simply re-list your work history; what you 
tell us must be relevant to the position being applied for.
But remember, if you don't tell us about your skills on the application form you may be unsuc​cessful, as we cannot make assumptions. 

Applications are welcomed from all mem​bers of the community, and we will not discriminate against any applicant. We want you to apply whatever your race, colour, nationality, citizenship, ethnic or national origin, belief, disability, age, gen​der, sexual orientation, marital status or medical condition. Amaze is committed to achieving equality in employment, and its recruitment process is intended to aid this. You will be treated fairly at all stages of the recruitment process, and our assessment of your application will be based on merit alone. Your personal details will be separated from the form before it is read by those carrying out shortlisting.
We also run an anonymous recruitment monitor​ing process as part of our effort to be fair in our treatment of all job applicants. There is a separate diversity monitoring form, and this will be separated from your form before the form is opened. It will not be used in any part of the selection process.

PLEASE COMPLETE IN TYPE OR BLACK INK.  THIS WILL GIVE US CLEAR COPIES
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Application for the post of: 
A. Personal Details

Family name:



First name(s):


Title:

Address:
Postcode:
Email:
Home Telephone Number:

Daytime and/or mobile:

If successful, what notice period would you need to give?
Where did you see this post advertised?
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B. Education & Training – Please list with the most recent first

Please use extra sheets if required.
	Course (name and details)
	Dates
	Length of course
	 Level attained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


C. Present Employment I Voluntary Work (or last employment if not currently employed)
Name and address of employer:

Position held:




From:

To:

Brief outline of duties and responsibilities:

Reason for leaving:

Salary:




Value of other benefits:


D. Previous Employment I Voluntary Work

This section should be used to tell us about your relevant previous experience from employment and volun​tary or unpaid activities.  Please list the most recent first.  Please use continuation sheets if neces​sary.

	Date from/to
	Position
	Employer/Organisation
	Brief details of duties and reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



E. Skills, abilities, knowledge and experience

· This section is the most important part of the form.  We need you to give us specific information in support of your application in order for us to shortlist in a fair and unbiased way.

· You can use the criteria in the Person Specification as headings for your response.
· You may use A4 size continuation sheet(s).
· It will not be suffi​cient merely to duplicate what the Person Specification states. For example, if it asks for "ability to” or "commitment to”, you need to give practical examples of your ability, commitment, knowledge and experience by reference to your profes​sional, voluntary or personal life.
· Experience is not just gained through full​time work. Experience can be gained through voluntary work, part-time work, college or school based projects, job clubs or home life etc.


E.Continuation Sheet:

F. Equality Act 2010
This information will not be used in the shortlisting process.

If you have a disability according to the DDA, please give details below. 
If you fulfil the essential criteria for the post, this information will be used to guarantee you an interview. It will only be used in the interview process to assess whether any adjustment would be needed for you to carry out the work of the post.  Please also use the space below to let us know of any special require​ments you have to enable you to attend an interview, if shortIisted.

G. National Insurance number
Please give your National Insurance number:

If you have no National Insurance number available, do you have evidence of your entitlement to live and work in the UK?
Yes







No

(We are required by law to ensure anyone working for us is entitled to live & work in this country)

H. References

Please give the name, address and contact number of two people who can provide us with an assessment of your suitability for this post.  Personal referees are not suitable. If you are currently employed, one of the referees should be your employer or most recent employer if you are unemployed.  References will be taken up after interviews and a job offer confirmed on receipt of two satisfactory references. This post is also subject to a Disclosure and Barring Service (DBS) check at the point of job offer. 
	
	First Reference
	Second Reference

	Name:
	
	

	Address:
	
	

	Email:


	
	

	Telephone:
	
	

	Job title:
	
	

	Connection with you:
	
	


Candidate No.              





Candidate no.





Candidate no.





Candidate no.





Candidate no.





Candidate no.
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