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Application for Employment
CONFIDENTIAL APPLICATION FORM
	Please refer to the Guidance Notes for Applicants before completing this application form. 

Typing is best for us as the boxes will expand to take the text that you type in them. 

Please email it to admin@raiseadvice.org.uk (in word) 

Alternatively you can post the completed application form to: RAISE, 286 Scotland Road, Liverpool L5 5AE


	SECTION A:

	Position applied for:
	

	Personal information and address for correspondence

	First name(s)
	

	Last name
	

	Address
	

	Postcode
	

	Telephone home
	

	Telephone work
	

	May we contact you at work?
	Yes / No

	Mobile
	

	Email
	

	We will normally contact you by email, however, if you would prefer to be contacted using another method please let us know here: 


	Are you related to any RAISE employees or Board members
	Yes / No


	SECTION A:

	References

	Please give below the name and address of two referees who can comment on your suitability for the post.  These should not include relatives or purely personal friends.  If you have been employed we would seek a reference from your present or most recent employer. The other could be someone who knows you in a work related, voluntary or academic capacity. Both referees should be able to comment on your suitability for the post applied for. 

	Referee 1
	

	Name:
	

	Email:
	

	Address & Postcode:
	

	Telephone:
	

	In which context does this referee know you?
	

	Referee 2
	

	Name:
	

	Email:
	

	Address & Postcode:
	

	Telephone:
	

	In which context does this referee know you?
	

	NB: References will only be taken up for successful candidates following interview.
Please provide an email address where possible.


	SECTION A:


Equal opportunities

Please help us with our equal opportunities policy by completing this form.  If you decide not to fill it in, it will not count against your application. If you don't want to answer one of the questions, just leave it blank

Confidential

It is our policy to encourage applications from under represented groups and to ensure that our selection procedures do not discriminate on grounds of race, disability, sex, religion, sexual orientation or HIV status.

To help with monitoring policy, and for this purpose only we would like you to complete this form.  The information will be treated as confidential and will be separated from the employment application form before it is seen by the selection panel.

	Gender: please indicate which gender you most identify with: 

 Female
	 Male
	Transgender
	 Nonbinary
	Other
	Decline to state


Ethnic Group - please indicate your ethnic group: 

	Asian or Asian British

 Asian British

 Bangladeshi

 Indian

 Pakistani

 Any other Asian background


	Black or Black British

 African

 Black British

 Caribbean

 Nigerian

 Somali

 Any other Black background
	Chinese or other ethnic group

 Chinese

 Gypsy

 Irish Traveller 

 Yemeni

 Other (give details)


	Mixed

 White and Asian

 White and Black African

 White and Black Caribbean

 Any other mixed background 


	White

 White British 

 White Irish 

 Other White 


Disability 
Do you have a disability? Yes______ No _______ 

Sexuality - please indicate if you prefer to be described as:

	 Gay / Lesbian 
	 Heterosexual 
	 Bisexual 


Religion / belief - please indicate if you prefer to be described as: 

	 Atheist 
	 Buddhist 
	 Christian 
	 Hindu 
	 Jewish 
	 Muslim 
	 Sikh
	 Other 


Where did you hear about this vacancy? __________________________________
Thank you for completing this form. This information is confidential and is not part of the application process.
	Recruitment reference number (office us only): 

	SECTION B: 

	Information, experience, knowledge, skills and abilities

	Evidence of meeting the selection criteria 

	Please read the 'Person Specification' for the job you are applying for. Taking each point of the person specification please complete each of the sections below, explaining how you meet the relevant criteria. Your application will score higher if you give examples of what you have done or would do and explain how you did or would do things. Be careful to show which points you are responding to and ensure that you address all the criteria on the person specification. Please use no more than 3 sides.
1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 



	NB: Please remove and add numbers dependent on the Person Specification critiria


	Career history

	Please include your current/previous employment (including job training schemes), voluntary work, community activities, school placements, time, caring for dependants etc.  Please put in date order, starting with the most recent.  Continue on an additional sheet if needed/

	

	Employer’s name and address and type of business
	

	State position held and outline briefly the nature of the work and your responsibilities
	

	Dates: (From)
	

	Dates: (To):
	

	Reason for leaving:
	

	

	Employer’s name and address and type of business
	

	State position held and outline briefly the nature of the work and your responsibilities
	

	Dates: (From)
	

	Dates: (To):
	

	Reason for leaving:
	

	

	Employer’s name and address and type of business
	

	State position held and outline briefly the nature of the work and your responsibilities
	

	Dates: (From)
	

	Dates: (To):
	

	Reason for leaving:
	

	

	Employer’s name and address and type of business
	

	State position held and outline briefly the nature of the work and your responsibilities
	

	Dates: (From)
	

	Dates: (To):
	

	Reason for leaving:
	

	

	Please add further employment here:



	

	Educational history

	Please give details of educational qualifications you have obtained from school, college, university etc.

	

	Subject:
	

	Level:
	

	Grade:
	

	

	Subject:
	

	Level:
	

	Grade:
	

	

	Subject:
	

	Level:
	

	Grade:
	

	

	Subject:
	

	Level:
	

	Grade:
	

	


	Professional development

	Please give details of any professional qualifications, including membership of any professional bodies and any job-related training that you have undertaken.

	


Criminal convictions
Please give details of any criminal convictions, which are not yet ‘spent’ under the terms of the Rehabilitation of Offenders Act 1974.  If you have none or they are ‘spent’ please enter ‘none’

All offences, other than sexual crimes against a child or vulnerable adult, will be treated on an individual basis taking into account issues such as the risk to the client, the circumstances of the offence (e.g. what it was, is it relevant to the staff role, how long ago it was) and the reputation to the organisation.

For some posts, an offer of employment will be subject to a DBS check. If this applies to the post for which you are applying, this will be noted in the application pack.

	Have you had any previous convictions not regarded as spent under the Rehabilitation of Offenders Act 1974?   
	Yes  /  No

	If YES please provide details of the offence and the date of conviction.


	


Entitlement to work in the United Kingdom (UK)

On order to take this position you must already have the right to work in the U.K.
Data Protection Act 1998 (GDPR 25 May 2018)
As part of the recruitment procedure we may collect and store sensitive personal data about you. We are required by law to obtain your consent to such data being recorded. It is our policy to store data relating to recruitment procedures for 12 months after the date on which it is submitted, for internal auditing purposes. Any information of this nature will be treated confidentially. 

Sensitive personal data is defined as information relating to any of the following: racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sexuality or sex life, offences and/or convictions. By signing or initialling this form I give my consent to sensitive personal information being recorded and stored as per the Privacy Notice attached.
	Sign:


	

	Date:


	


Declaration

By signing or initialling this form I declare the information given on this form is correct to the best of my knowledge. 

	Sign:


	

	Date:


	


