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APPLICATION FORM

IN CONFIDENCE - Please refer to the notes on page 6 which will assist you in completing this form. Should you require an acknowledgement of receipt of your application, please enclose a stamped addressed envelope. Please complete in black ink or typescript.
	Application for the post of :     Fundraising & Communications Officer
                                   CLOSING DATE: 10.00am on Tuesday 30th April 2019


	Part time


	Surname


	

	Forenames
	

	Address


	

	
	

	Postcode


	

	Home telephone


	

	Mobile


	

	E mail


	

	Nat Ins Number


	


	Reference 1– see note 1

Name:
Address:
Position:

Email:

Tel no:

Can we contact this person prior to interview?

 
	Reference 2
Name:

Address:

Position:

Email:

Tel no:

Can we contact this person prior to interview?


Education and Training
	Secondary Education                                      Examinations taken, where applicable
Schools attended                          From      To         please include subjects, levels & grades   Date 

	
	
	
	
	


	Further Education
Training Centre/College/University

 – see note 2                                 From        To                    Qualification / Course                    Date

	
	
	
	
	


	Current Studies                               From        To                     Examination Dates                    Date

	
	
	
	
	



	Current Employment 
Job Title:
Employer name:

Employer address:
	Date of appointment: 

How many hours per week? 

Why do you wish to leave? 

Notice required?


	Previous Employment  – see note 3

Post held & grade               Employer  Name & Address            From/To            Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	What skills and experience do you have which would be appropriate to this post? Please include details of your current and previous employment and any voluntary or unpaid work, other responsibilities held, outside interests and any other information in support of your application. (Continue on a separate sheet if you wish)


	Number of day’s sickness during the last 12 months and reasons.




Disability
Under the terms of the Disability Discrimination Act 1995, a disability is defined as a 'physical or mental impairment which has a substantial and long term effect on a person's ability to carry out normal day to day activities. 
Penhaligon’s Friends welcomes applications from disabled people

	Do you consider yourself disabled?                                                                                                  Yes/No

If disabled, do you need any special arrangements to enable you to attend for interview?              Yes/No
If so, please give details:


	Have you ever received any Court Convictions?                                      -  see note 4




	Declaration
Having read the notes overleaf, I confirm that the details given in my application are, to the best of my knowledge, correct. I am not aware of any health reasons, which would prevent me from undertaking the duties of the post and would be prepared to undergo a medical examination if required.

Signed                                                                                 Date


	PLEASE RETURN TO:
julie@penhaligonsfriends.org.uk  or;
Julie Parker, Trecarrel, Ground Floor, Drump Road, Redruth, TR15 1LU



PENHALIGON’S FRIENDS
Please read these guidance notes carefully before completing the application form.

This application form has been designed to provide those involved in the selection process with sufficient basic information to carry out a preliminary assessment of your suitability for the post.  The information given will be treated in the strictest of confidence.

1. References – Please give names and addresses of at least two people from whom references may be obtained.  It is in your interest to seek their approval before quoting them as referees.  These should ideally be your present or most recent employer and one other person who would know you in connection with your work.  Please state their position within the organization or relationship with you.

2. Training Centre/College/University – This section should include details of Professional training.  

3. Previous Employment – Please give details of other previous employment starting with the most recent.

4. Court Convictions
(a) Because of the nature of this work, this post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974 (Exemption) Order 1975.  Applicants are, therefore, not entitled to withhold information about convictions, which for other purposes are ‘spent’ under the provisions of the Act, and in the event of employment, failure to disclose such convictions could result in 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. If you have received a court conviction, you are invited to submit details separately.

(b) As this post will have substantial access to children’s information, there is a requirement for a check to be carried out against police records. You will be asked to complete a CRB form as part of the employment process.

5. Data Protection – Please note that some of the information given will be kept on computer and will therefore be subject to the provisions of the Data Protection Act.

Note:  Your current Curriculum Vitae and other relevant information may be submitted but application forms must be completed in full.
Penhaligon’s Friends,


Trecarrel, Ground Floor, �Drump Road, Redruth, TR15 1LU


Telephone: 01209 215889/ 210624


Email: � HYPERLINK "mailto:julie@penhaligonsfriends.org.uk" �julie@penhaligonsfriends.org.uk�





Additional Training- details of any specialist training not covered above





Employment Details








