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Employment Application Form
Please complete this form legibly and return it together with the monitoring form by 5pm on Wednesday 1st November 2017 to office@hini.org.uk or a hard copy to HINI Head Office, 22-32 Donegall Road, Belfast BT12 5JN.  Late applications will not be considered. ONLY INFORMATION PROVIDED ON THIS APPLICATION FORM WILL BE CONSIDERED BY THE PANEL. All information given will be treated with the strictest of confidence. Continuation sheets may be added if necessary.

REF NO.________________

1. Position Applied For: F/T Night Shift Receptionist (Belfast)
2. Personal Details 

	Surname:

	Telephone Number (Home):



	Forename(s):

	Telephone Number (Mobile):



	Title:

	Email address:


	Address:

	Postcode:


3. Education 

(Please continue on a separate sheet, if required)

	From
	To
	Type of School
	Examinations Taken
	Qualifications / Grades Attained

	
	
	
	
	


4. Employment History 
(Please state chronologically, starting with current employer)

	Name & Address of Employer and Nature of Business
	From                   To


	Job Title:

Role Responsibilities:
	Final Salary & Reason for Leaving

	
	
	
	


5. Training  
	Details of training courses attended and awards achieved, including dates, if appropriate



	


6. Suitability for this position  

Please detail your suitability for this position below
	Please demonstrate how you meet the person specification identified for the post. Use separate sheets if necessary.  Candidates should address each skill requirement in the person spec individually

	

	

	Please state briefly why you are interested in this post, adding further information which you feel is relevant to your application.

	


7.  Personal Information 
	
	Yes
	No

	Have you ever been convicted of any criminal offences regarded as “spent” or “not spent”. 

Under the terms of the Rehabilitation of Offenders (Exceptions) Order (NI) 1979 you are required to disclose details of those convictions.  Please provide brief details by completing the Disclosure of Criminal Conviction Form below. 
	
	

	If successful, when could you take up post?

	


8. Interview Arrangements
	Do you require any special arrangements to assist you if called for interview?  Please provide details:
 


REFEREES

Please give the details of two work related referees, including your current or most recent post.  Referees will not be contacted without your prior approval.

	Name:



	Position:



	Company:



	Telephone Number:



	Nature of relationship:




	Name:



	Position:



	Company:



	Telephone Number:



	Nature of relationship:




VERIFICATION OF INFORMATION
	I certify that all information which I have provided is correct.  I understand that any false information given may result in a job offer being withdrawn.

Signature ______________________________________________________________________

Date __________________________________________________________________________





  


