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Application for Employment
Your skills and experience are the only things we look at when you apply for a job. We ask for some personal information so that we can keep in touch with you and for monitoring purposes.

The information you give us will be treated as strictly confidential and will not be disclosed to any unauthorised person.

We can only accept fully completed forms for consideration. Please ensure you complete the form in its entirety so that you have the best chance of success.
All candidates will be treated in the same way whether they are internal or external candidates. 

If you are completing this application form by hand, please write using a black ballpoint pen and in capital letters.
	Position applied for:
	


Section A - Personal Details

	First Name
	

	Last Name
	

	Home Address
	

	Post Code
	

	Telephone 
	

	Email Address
	


Section B - Qualifications
 (Please list your most recent first)
	Qualification
	Grade(s)
	Subject(s)
	Year obtained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section C – Training
(Relevant to this post)
	Course title
	Year
	Duration
	Issues covered

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section D - Employment History
Present Job (or most recent job if you are currently unemployed):
	Job title
	

	Brief description of duties


	

	Name and address of employer


	

	Salary
	

	Date appointed
	

	Notice required 
	

	Date employment ended (if applicable)
	

	Reason for 

Leaving
	


Previous jobs (most recent first): 
	Date From/To
	Name and Address of Employer
	Job Title
	Duties (briefly describe)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section E - Volunteer Work
	Date From/To
	Name and Address of organisation
	Role Title
	Duties (briefly describe)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section F – Further Information
(You may use a continuation sheet if necessary)
This is a very important part of your application which will help us assess your motivation for applying for the role and your reasons for wanting to work at Mind in Bradford.
With reference to the Job Description and Person Specification, please use this section to show how your skills and experience are relevant to this post. You can include relevant skills, knowledge and experience from paid work, study, community or voluntary work, or other experience. Iif you have been working, the emphasis should be on your recent employment.  
	Qualifications

	

	Experience 

	


	Skills 

	

	Ability

	


	Knowledge

	

	Attitude and Personal Attributes

	


Section G – References
Please give the names and addresses of two people. One of these should be your most recent employer. Relatives should not be named as referees.

 Referee 1 



            Referee 2
	Full Name
	
	Full Name
	

	Address

	
	Address
	

	Telephone Number
	
	Telephone Number
	

	Email Address


	
	Email Address
	

	Capacity in which known
	
	Capacity in which known
	


Section H - Rehabilitation of Offenders Act
Because of the nature of work, this post is exempt from the provisions of section 4 (2) of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Applicants for posts are not entitled to withhold any information about convictions which for these purposes are ‘spent’ under the provisions of the Act and in the event of employment; any failure to disclose such convictions could result in disciplinary action or dismissal. Any information given will be completely confidential and will be considered only in relation to an application for a position to which the order applies.

I agree to undergo I agree to undergo a Disclosure and Barring Service Check.
	Signed 
	

	Date
	


Criminal Convictions

Have you ever received a caution or been convicted of a criminal offence? (delete as appropriate) YES/NO

	If YES please give full details:




Any information disclosed will be taken into consideration but will not automatically prevent your application from proceeding. If you are appointed, failing to disclose any unspent criminal conviction may lead to your dismissal.

Section I - Asylum and Immigration Act 1996
Are you legally eligible to live and work in the UK in accordance with the Asylum and Immigration Act 1996?

Please delete as appropriate:    Yes / No 


NOTE: Before any contract of employment can be offered to anyone subject to immigration control we are required to check and copy certain documents under Section 8 of the Asylum and Immigration Act 1996 as amended.

	National Insurance Number:

	


A document showing your NI number, birth certificate or other proof of your entitlement to work in the U.K will be required at interview. Only original documents (not copies) are acceptable.

Section J - Disability Adjustments Required

Please let us know if you require any reasonable adjustments, due to disability, to enable you to attend an interview, or which you wish us to take into account when considering your application. Reasonable adjustments are things like sign language interpreters, altering the time of the interview, or making the interview room accessible for you. If you would like to discuss your disability requirements further, please contact us in confidence. 

	Do you require any reasonable adjustments?  Please delete as appropriate 

Yes / No



	If “Yes” please give details:




Section K – Declaration:

I declare that the information I have given on this form is correct and that any misrepresentation by me may be sufficient grounds for my dismissal if I am employed. I give my permission for my previous employer(s) and any references given to be contacted.


	Signed 
	

	Date
	


Consent under the Data Protection Act 1998 - the information given to Mind in Bradford within this form will be processed only by Mind in Bradford for the purpose of considering your application for the position of Trustee. If you are successful in your application this form and the information in it will be retained in your HR file for such time as you are a volunteer of Mind in Bradford and for up to 6 years after the end of your term. Otherwise this form will only be retained by Mind in Bradford for so long as it is required in connection with your application. By signing this consent you give us your express consent to retain and process all the information contained in this form and to transfer it to countries outside the European Economic area if required.
	Signed 
	

	Date
	


How to return this form:
By Email: recruitment@mindinbradford.org.uk
By Post: You may return it via post to:  Recruitment Team, Mind in Bradford, Kenburgh House, 28 Manor Row, Bradford, BD1 4QU
1

