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Office Ref:                                   (for office use only)

APPLICATION FOR EMPLOYMENT
The application form provides all the information we will use to decide whether or not to invite you for an interview.  You should read the job description and competencies closely and try to ensure that you give all the information about your skills, knowledge and experience which will show how what you have to offer matches what we are looking for.  You should try to show positively how you can meet our needs by referring to what you have actually done or learned.  Use every aspect of your life experience to date, where it is relevant, whether from your paid employment, voluntary work, personal life or education. Please do not include your CV with this application.

We will accept completed applications forms by email as long as they are followed up by a signed hard copy.

Please either type directly in this form using Microsoft Word or print out and complete the form in black ink and BLOCK CAPITALS.

POSITION APPLIED FOR:

	Job Title:


	Where did you see this post advertised:


1.
APPLICANTS DETAILS

	Title:
	Surname:
	First Name:

	
	
	


	Home Address:

	

	Postcode:


	Telephone no’s: (please include full STD code)

	Home:

	Work:

	Mobile (where possible):

	Email (where possible):


2.
Employment Record
Please start with your most recent employment.  Briefly describe the main duties and responsibilities of your post.  If you wish to expand on specific areas of responsibility, please do so in Section 5: Experience/Skills.
	1.  Current/most recent employer

	Name:

	Address:

	Job Title
	From:
	To:

	Brief description of duties:

	Reason for leaving/changing:


	2.  Employer

	Name:

	Address:

	Job Title
	From:
	To:

	Brief description of duties:

	Reason for leaving/changing:


	3.  Employer

	Name:

	Address:

	Job Title
	From:
	To:

	Brief description of duties:

	Reason for leaving/changing:


	4.  Employer

	Name:

	Address:

	Job Title
	From:
	To:

	Brief description of duties:

	Reason for leaving/changing:


	5.  If you are not at present in paid work, please tell us what you are doing (eg working at home, studying, voluntary work etc).  Much of what you do could be relevant so please include it.

	


3.
Education
Please tell us about your education and any qualifications which you feel are relevant to the post.  Include relevant courses which you are currently undertaking.  Please start with the most recent.

	Name of school/college/

university/training body
	Subject studied
	Qualification/level
	Date gained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4.
Training

Please list any training you have received or courses which did not lead to a qualification but which you feel are relevant to the advertised post.

	Training Course
	Date

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


5.
Experience/Skills

This section is for you to give specific information in support if your application.  Please set the information out on a maximum of two sides of A4 paper (including this one).

After reading the Job Description and Competencies carefully, consider to what extent you have gained the skills and experience necessary for the post.  It is important that you provide evidence of your achievements by giving examples to support your application.   

	


	6.  Are there any restrictions regarding your employment? Eg do you require a Work permit?
	Yes*/No

*If you answer Yes please give details on a separate sheet of paper


	7.  How much notice do you need to give to your current employer?
	


8.
References
Please give name, address and position/occupation of two referees.  One must be your present or most recent employer.  References will only be taken up for the successful candidate.  Testimonials or references from friends and relatives are not acceptable.
	1.  Name

	Position:

	Organisation:

	Address:

	Tel:

	Email:


	2.  Name

	Position:

	Organisation:

	Address:

	Tel:

	Email:


9.
Criminal Convictions

	Do you have any criminal convictions?             Yes                  No

If Yes please give details on a separate sheet, this should exclude any spent convictions under Section 4(2) of the Rehabilitation of Offenders Act 1974.


10.
Declaration and Signature

	The information supplied in this application form is accurate to the best of my knowledge.

……………………………………………...                                                          ……………………………………

Signed                                                                                           Date


By signing and returning this application form you consent to GHN using and keeping information about you as provided by you – or third parties such as referees – relating to your application or future employment.  This information will be used solely in the recruitment process and will be retained for 6 months from the date on which you are informed whether you have been invited for interview, or 6 months from the date of interview.  
Such information may include details relating to ethnic monitoring and disability: these will be used solely for internal monitoring and will not be disclosed to any third party or to the interview panel.  

Thank you for completing the form.  Please return your completed form and return – together with your Equality Monitoring Form to the details below:

“PRIVATE & CONFIDENTIAL”

Janice Higgins

Communications & Organisational Development

Glasgow Homelessness Network

1st Floor, Granite House

31 Stockwell Street

Glasgow  G1 4RZ

Or email to:

recruitment@ghn.org.uk
Closing Date:

No later than noon Monday 30th January 2012
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___________________________________________________________________________________________

GHN is a voluntary and membership organisation working with and for people affected by homelessness.  

We connect knowledge and expertise to improve policy, practice and perceptions on homelessness.
GHN is a charity registered in Scotland (SCO 03453) & company limited by guarantee (SC112361) • Registered office Granite House, 31 Stockwell Street, Glasgow G1 4RZ • Tel 0141 276 4825 • Fax 0141 276 4821 • info@ghn.org.uk • www.ghn.org.uk • Director: Margaret-Ann Brünjes
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