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Application form Section A
	Please read the job description and person specification carefully before completing this form.

Short-listing will be carried out solely on the basis of the information provided on the application form.  CVs will not be accepted, all information should be given on the below application form. Please complete in Microsoft Word.
Only short-listed candidates will be contacted. Interviews will be held on 16 June 2016
Please note that the information in this section will not be used during the process of short-listing applicants for interview.

	Personal details
	

	Post applied for:
Programme and Volunteer Coordinator
	How did you learn about this vacancy?

Please give the name of the publication or source.



	Preferred title:

Family name:

Forename(s):
	Do you need a permit to work in the UK? Yes/No

If Yes, have you got a work permit or applied for one? Yes/No

	Contact details:

Address:

E-mail:

Telephone number:

Mobile number:
	Please give details of any criminal convictions which are un-spent under the Rehabilitation of Offenders Act 1974:



	If offered this appointment when would you be free to start?



	Health:  
Do you consider yourself to have a disability, which would alter the way in which you would carry out the duties outlined in the job description? Yes / No
Do you consider yourself to have health issues which may affect the way you could carry out the duties?

Yes/No

If yes, please give details and indicate whether you would need any help / special equipment to enable you to carry out the duties outlined in the job description:



	References

	Please give the names and addresses of two people whom HOST may approach for a reference.  They should have known you in a professional capacity, as an employee or a student and one should be from your present or most recent employer.  HOST will contact referees for successful applicants only.

	Name:

Address:

Daytime telephone number:

Email :

Occupation:

In what capacity do you know him / her?

For how long have you known him / her?
	Name:

Address:

Daytime telephone number:

Email :

Occupation:

In what capacity do you know him / her?

For how long have you known him / her?



	Declaration

	I declare that to the best of my knowledge the information I have given is correct.

Full name:

Date:


Application form 

Section B

	Employment history

	Please give details of your work experience, including voluntary or community work, starting with your present or most recent employer.  

	Name and address of employer



	Position held
	Salary on leaving

	Date of employment (MM / YY) from
	to

	Duties and responsibilities:

Reason for leaving / wishing to leave:

	Previous Employment 

	Dates


	Employer’s name 
	Position held and key responsibilities (most recent first) Indicate final salary and reason for leaving.

	
	
	


Please continue onto additional pages if required.

	Professional or vocational training

	Where attended
	Dates
	Course(s) attended / qualification(s) obtained

	
	
	

	Please expand this section if required

	Education – Higher/Secondary

	University/College attended with dates:

Course (s) and level of qualification(s) obtained:



	

	Computing:  Please give an indication of your level of proficiency in word processing and / or other computing applications (please specify any packages used regularly).




	Please outline your suitability for this post based on the person specification and job description. You will not be considered for interview unless you have completed this section in full.
Please continue onto additional pages if required.

	The completed form must be returned to: susie@hostuk.org by 12 June 2016
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