
VOLUNTEER NOW
APPLICATION FORM
IN CONFIDENCE

Closing date for receipt of applications is 9th June 2017 at 12pm. Please ensure that you have completed all sections of this form and return it to: Caroline Bickerstaff, Volunteer Now, 34 Shaftesbury Square, Belfast BT2 7DB by the closing date.  Application Forms will be accepted by email to caroline.bickerstaff@volunteernow.co.uk and if are successful to interview stage you will be required to sign said form.  Forms returned after the closing date will not be accepted.
PLEASE NOTE: Certain aspects of the Person Specification as set out in the Job Description have been selected for criteria at the short listing stage; these are covered in this application. All competencies and requirements as set out in the Person Specification will be assessed at shortlisting and/or the interview.

	JOB TITLE:
	Administrator/Receptionist

	REFERENCE:
	AR/Jun17/


	PERSONAL DETAILS




	Surname:


	
	Title:
	

	Forename:


	

	Address:


	

	

	Postcode:


	
	Email:
	

	Home Tel:
	
	Mobile:
	

	Where did you see this vacancy advertised?
	

	Do you hold a current driving license?
	           Yes                                    No


	Reasonable Adjustment:


	Please complete attached form.


	EDUCATION & QUALIFICATIONS




	Level:

Secondary/Further/Higher
	Dates
	Course details and exam results
	Date obtained

	
	To:
	From:
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Membership of professional institutions/associations:



	


	CAREER HISTORY


	CURRENT OR MOST RECENT EMPLOYER




	Name:
	

	Address:
	

	
	

	
	

	Postcode:
	
	Telephone Number:
	

	Position held and brief outline of duties:



	Date Started:
	
	Date Left:
	

	Reason for Leaving:
	

	Job Title:
	
	Salary:
	

	Notice Period (if applicable)
	


	PREVIOUS EMPLOYMENT


	Please give details of employment paid or unpaid over the last 10 years.  Please begin with your most recent employment.


	Name and Address of Employer and Nature of Business:
	Dates
	Position Held:
	Reason for Leaving:

	
	To:
	From:
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	INFORMATION IN SUPPORT OF YOUR APPLICATION


	In each of the following sections please demonstrate, giving examples and specifying dates as appropriate, how you meet the particular competence and experience sought.


	Working with People: Ability to build effective working relationships including successfully working within and across teams.

	


	Using Resources:  Ability to consider value for money in use of materials, photocopying and supplies.

	


	Achieving Results: Can effectively implement internal business processes and focus on customer care to meet organisation’s objectives.

	


	Managing Self and Personal Skills: Ability to effectively communicate, use initiative and work under pressure e.g. busy reception

	


	Additional Requirements


	Administration: Ability to effectively operate a range of Microsoft packages and other computerised programmes/systems.

	

	Administration: Can work methodically and effectively plan and organise workload.

	

	Can contribute to the successful organisation/planning of events/conferences/training etc.

	


	REFEREES

	Please supply details of two referees, at least one of whom should be your current (most recent if unemployed) manager/supervisor and have knowledge of your present work.  References from family or friends are not acceptable.


	Reference 1


	Reference 2

	Name:
	
	Name:
	

	Organisation:


	
	Organisation:
	

	Address:
	
	Address:
	

	
	

	Postcode:
	
	Postcode
	

	Job Title:
	
	Job Title:
	

	Tel No:
	
	Tel No:
	

	Email:
	
	Email:
	

	Relationship to you:
	
	Relationship to you:
	


	Declaration of Convictions:

	Conviction information will be requested at a later stage in the process 


	DECLARATION

	Please ensure you sign and date this declaration before returning your application form.

Data Protection Act Declaration: The information on this application form will be held and processed in accordance with the requirements of the Data Protection Act 1998.

I understand that the information is being used to:

· Process my application for employment

· Form the basis of a computerised record on the recruitment system for processing and monitoring purposes

· Form the basis of a manual job file with other application forms and will be used for processing

· If appointed, form the basis of a manual and computerised employment record.

I declare that, to the best of my knowledge and belief, the information provided in this form is true and complete.  

I understand that any false or omitted information may result in dismissal or other disciplinary action if I am appointed.

Signed:












Date:      














AR/Jun17/  

Reasonable Adjustments 

Volunteer Now will make reasonable adjustments in making sure that our employment arrangements and premises do not put a person with a disability at a substantial disadvantage, compared with a person with no disability.

Do you require any reasonable adjustments to enable you to enjoy equality of opportunity in seeking employment with Volunteer Now?

Yes               No

If yes please state: ____________________________________________________________________________

____________________________________________________________________________
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