
ST MARY’S YOUTH  CLUB

JOB APPLICATION FORM 

Please complete this accurately, giving as many details as possible of your skills and experience relating to this job application. Shortlisting will be based on the information gathered from the form, read in conjunction with the person specification. You will be advised of the outcome of your application in writing.
Please ensure the finished form is printed out, signed, dated and returned by the closing date to the address given on the last page. We are unable to accept forms returned as email attachments without a signature.

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

 GUIDELINES

Applicants will be treated in the same way whether they are external or internal candidates. Internal candidates should advise their manager that they have applied for another position.

Position applied for:

	Job title:


	Department/Region: 


	Reference number:


	Where did you see this post advertised? 


1.
Applicant’s details         

	Title:
	Surname:
	First name:

	
	
	


	Home address: 

	

	POST CODE:


	Telephone nos:  please include full STD code

	Home:


	Work
:

	Mobile (where possible):


	email address (where possible):  


	Do you hold a current driving licence?
	 Yes/No

	
	


	Is there anything concerning your medical history or state of health that is relevant to your application? 
	Yes*/No



	Are there any restrictions regarding your employment? e.g do you require a Work Permit?
	Yes*/No
*If you answer Yes please  supply details on a seperate sheet of paper

	Have you been convicted of an offence

CHILD PROTECTION (Please note this post may involve “regulated activity” as defined under Safeguarding

Vulnerable Groups (NI) Order 2007.) 

Is there any reason why you would not be suitable to work in regulated activity?
	Yes / No  (if yes give details)
Yes/ No  (if yes give details)



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


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/organisation 

	Name: 

	Address: 

	Job Title: 

	From:
	To: 


	Brief description of duties: 

	Reason for leaving/changing: 



	2. Employer/organisation 

	Name: 

	Address: 

	Job Title: 

	From:
	To: 


	Brief description of duties: 

	Reason for leaving/changing: 



	3. Employer/organisation 

	Name: 

	Address: 

	Job Title: 

	From:
	To: 


	Brief description of duties: 

	Reason for leaving/changing: 



	4. Employer/organisation 

	Name: 

	Address: 

	Job Title: 

	From:
	To: 


	Brief description of duties: 

	Reason for leaving/changing: 



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 of your application. 


After reading the Job Description and Person Specification carefully, consider to what extent you have gained the skills and experience necessary for the post.  Your experience need not have been gained in paid employment and may include special interests relevant to the post. It is important that you provide evidence of your achievements by giving examples to support your application. You may wish to use the headings in the person specification in order to set the information out clearly.

	


6. 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: 


	2. Name: 

	Position:  

	Organisation: 

	Address: 


	Tel: 


7. declaration and signature
Please tick to confirm:

I have read the Terms and Conditions of Appointment relating to this position.  I declare that I have not canvassed in any way and that the information contained in this form is true and accurate.  I understand that canvassing and/or falsification of information could result in disqualification or dismissal.
I understand that this post is (or may be) exempt from the provisions of the Rehabilitation of Offenders (NI) Order 1978.  St Marys Youth Club have a policy on recruitment of Ex-Offenders this is available in the Code of Practice which is available on request.  In the event of my application being successful, I consent to a check being made by Access NI, a single history disclosure body, there code of practice is available through the following website http://www.nidirect.gov.uk/accessni-code-of-practice.pdf?rev=0 , to determine if there is any record of criminal convictions, pending prosecutions, cautions or bind-over orders against me.

I understand that the information on this form is required by SMYC for the purposes of processing my application.  The information is covered by the provisions of the Data Protection Act 1998.  I understand that by completing this declaration  I am indicating my authorisation for SMYC to process and retain the information for the purposes stated including approaching my current employer for a reference in the event of me being recommended by appointment
	Signed
Date



By signing and returning this application form you consent to ST MARY’S YOUTH CLUB using and keeping information about you 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 six months from the date on which you are informed whether you have been invited to interview, or six 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.

Thank you for completing the form.
Closing Date : 29/01/18 Midday
Equal Opportunities Monitoring Questionnaire

DO NOT SEPARATE THIS QUESTIONNAIRE FROM THE APPLICATION FORM

Regardless of the number of times you have completed a questionnaire, either as a previous applicant or Club
employee, an equal opportunities questionnaire must be completed, in full, and returned with each application form.

1. SEX 
Male 

Female

2. DATE OF BIRTH : __ __ / __ __ / __ __ __ __

3. COMMUNITY BACKGROUND
I am a member of the Protestant Community

I am a member of the Roman Catholic Community

I am a member of neither the Protestant nor Roman Catholic Community

4. DISABILITY

The definition of a disability in the Disability Discrimination Act 1995 is 'A physical or mental impairment which has a substantial and long-term adverse effect on a person's ability to carry out normal day-to-day activities'.

Do you meet (or have you, in the past, met) this definition?  YES - NO

IF YES, Please tick below the heading which describes it best

Mobility 
Vision 

Hearing 

Speech

Dexterity/ Co-ordination 
Mental Learning

Other (please specify)

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

5. MARITAL STATUS

Single 

Married 
Widowed 
Divorced

Other (please specify) ……………………………………………………………………………………

6. RACIAL / ETHNIC ORIGIN

White 

Chinese 
Irish Traveller 
Indian 

Pakistani

Bangladeshi 
Black African 



Black Caribbean

Black Other (please specify) ………………………………………………………………

Mixed Ethnic Group (please specify) ………………………………………………………………

Other (please specify) ………………………………………………………………

6 NATIONALITY (please specify) ………………………………………………………………..

7 ADVERTISING : Name the newspaper, website or other place where you learned of this job

Ref No ----------------

Please print your completed form and return to:

Club Secretary

St Mary’s Youth Club

Fanad Drive 

Creggan Estate

Derry

BT48 9QE


Tel: 028 71265211

E-Mail: office@stmarysyouthclub.com 





















