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APPLICATION FORM
Application for the post of: Administrator
Part 1 – Not shared with shortlisting/recruitment panel
a. Personal Details:

	Surname(s):
	Forename(s):



	Home address:

               Postcode:      

                                 

	Telephone No:


	Mobile No:

	Email address:




b. Entitlement to work in the UK:
	Are you a UK/European Economic Area citizen?

Yes (


No (

	If you are not a UK/European Economic Area citizen, do you hold a valid permission (visa) to work in the UK?

Yes (


No (



c. Driving License:
If the post applied for involves driving (see Role Description):
	Do you have a full and current driving licence?

Yes (

No (

N/A (

	Do you have access to a car?

Yes (

No (

N/A (



d. Police Check / PVG Scheme:
If the post applied for is subject to a Disclosure Scotland / PVG Scheme check (see Role Description) and, depending on the type of Disclosure, some spent convictions may be reported to us. (This will not necessarily discount you from being considered for the position.)

	Do you have any criminal convictions or pending charges?

Yes (

No (

N/A (
Are you registered with the PVG Scheme to work with vulnerable adults? 

Yes (

No (

N/A (
If yes, please provide your PVG Member Number: 




e. References
We will take up references for the successful candidate only. Please do not supply reference details at this stage.

Any offer of employment will be made subject to two satisfactory references. Please ensure that you have two referees available (one of which should be from your current or most recent employer). 
f. Additional Information
	Do you know anyone who works for Care and Repair Edinburgh?

Yes (

No (
If yes, please provide their name and designation: ________________________________

How do you know this person? _______________________________________________



	How did you hear of this vacancy?

_____________________________________________




g. Declaration
	I declare that the information given in Parts 1 and 2 of this application for employment is true and complete to the best of my knowledge. If any of the information given by me on this form or in support of my application is untrue, I recognise that any offer of employment may be withdrawn, or any employment with Care & Repair Edinburgh may be terminated.

Signed: ____________________________

Date: ___________________




Administrator
	For office use
	Application No:
	


Part 2 – Shared with shortlisting/recruitment panel
a. Current Employment 

Please give details of your current or most recent employment:

	Name & Address of Employer
	From (month/year)

To (month/year)
	Job title & brief description of duties

	
	
	

	Current Salary:
	£
	Notice Period:
	

	Reason for leaving:
	


b. Employment History
Please list in order, starting with the most recent and work backwards, using a separate sheet if required:

	Name & Address of Employer
	From (month/year)

To (month/year)
	Job title, brief description of duties & reason for leaving

	
	
	


c. Periods Not Accounted For

Please give details of what you were doing during gaps in employment of more than two weeks (but not holidays) e.g., registered unemployed, etc.

	


d. Voluntary Work
Please give details of any voluntary work undertaken, including dates and duration:

	Name of Organisation


	Outline of Duties
	Dates of Work

	
	
	


e. Qualifications

Please list any qualifications and training that are relevant to the post:
	Subject

	Qualification (e.g., Degree/Higher/Standard) 

& Grade attained
	Date Passed

	
	
	


f. Membership of Professional Associations

	Professional Bodies
	Date membership started & level 

	
	


g. Town/city of Residence & Geographical Focus
Please complete if the role is home based or if the base is negotiable (see Job Description)
Please state the town/city where you stay ________________________
h. Suitability for the post
Please use this space to show how you match the skills and experience required for the post, as outlined in the job description. This is an opportunity to draw attention to aspects of your career, interests etc. relevant to this post. 

	


Please return your completed application form to allison.strachan@cre.scot or post to:
The Director
Care and Repair Edinburgh
Causewayside House

160 Causewayside

Edinburgh

EH9 1PR

	Important points:

· The application form must be completed in full – typed if possible but must be legible.

· Late or incomplete applications will not be considered.

· No supporting letters or materials are required. Please do not send CVs.

· Please ensure that you have read our Privacy Notice (available on our website) before submitting your application. All personal data supplied in this form will be held in accordance with this notice.

· Applications sent by email will be acknowledged automatically. For postal applications, to confirm receipt of your form, please call 0131 668 8029 or enclose a stamped, addressed envelope for us to send a receipt by post.



Thank you for taking the time to complete this application form
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