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	APPLICATION FORM: Administrative Assistant
Based at Smiles House (Little Plumstead)
Information requested on this application form and collected during the recruitment process will be kept and processed by Nelson’s Journey only for the purpose of recruiting to this specific vacancy and will be deleted six months after an appointment has been made. Information will not be retained or processed for any other purpose. We will hold your information securely, but please be aware that emails you send us, and those that we may send to you, cannot be considered secure as email messages can be intercepted.


Personal Details: 
	Full Name & Title (and any past names):
Address (please provide address history for the past 5 years, on a separate sheet if necessary):
Contact Telephone Number(s):
Email address:
National Insurance Number:
Where did you see the advert for this post?

We are seeking part-time applicants of approx 15-20 hours during normal office hours, across 2 or more days. What would be your available hours and workdays (discussed further with shortlisted candidates):
Do you hold a driver’s license and a car available for work related journeys? Y / N




Current/Most Recent Employer:
	Employer:
Address:
Job title:
Dates employed from/to:
Explain any employment gap before starting, or after leaving, this post:
Reason for leaving:
Current salary (or salary at leaving):
Notice period:



Employment History
Please detail your full employment history in date order with the most recent first. You may also list any significant volunteer roles here. Please use the last section to account for any gaps in your employment history since leaving school e.g. if you were unemployed or taking a break for family reasons
	Employer:
Job Title:
Dates from/to:
Explain any employment gap before starting this post:
Reason for leaving:
Salary at leaving:


	Employer:
Job Title:
Dates from/to:
Explain any employment gap before starting this post:
Reason for leaving:
Salary at leaving:


	Employer:
Job Title:
Dates from/to:
Explain any employment gap before starting this post:
Reason for leaving:
Salary at leaving:



Educational Qualifications
	University/College/School

	Qualifications/Grades Obtained


Professional & Vocational Qualifications
	Professional/Vocational Qualifications:

	Course Details & Dates:

	Membership of Professional bodies:



Training & Development 


Please give details of any relevant training and development courses which support your application.
	Training Programme or Course

	Course Details & Dates:


References
Please provide details of your two most recent employers. If you are unable to do this, please clearly outline who your references are. Please note: References will be taken up for shortlisted candidates unless otherwise indicated.
	Name:
Address
Tel:
Email:
Can we contact prior to interview?  Yes   No
In what capacity is this referee known to you?

	Name:
Address
Tel:
Email:
Can we contact prior to interview?  Yes   No
In what capacity is this referee known to you?



Supporting Statements
Nelson’s Journey is an equal opportunities employer and therefore seeks to ensure all appointments are based on the ability of the candidate and the requirements of the job.  We will only use information in your application to decide whether or not you are shortlisted for an interview.  We ask that you refer to the attached Job Description & Personal Attributes which identify the Education and Formal Training/Qualifications, experience, skills and requirements essential to the post. Describe how you meet these selection criteria, giving concise details below (additional pages may be added if required –suggest total word count of approx. 750-1000 words).
	


Rehabilitation of Offenders Act (1974)
	I have read the recruitment of ex-offenders policy and: (please tick as applicable) 
  I DO NOT have a criminal record (including unspent convictions, cautions, reprimands or  
     warnings) to declare
  I DO have a criminal record including unspent convictions, cautions, reprimands or  
     warnings) to declare. If shortlisted for interview, I will send a sealed envelope containing details
The successful candidate will be subject to a Disclosure & Barring Service (DBS) check.


Declaration
	I confirm that the information given in respect of this application is correct to the best of my knowledge and belief.  I understand that false or misleading statements or omissions could place any subsequent employment in jeopardy.
Signed: 
Date:


NOTE: Please remember to include a short cover letter to explain why you would like to be considered for this post.






Please return your application form 


to the Chief Executive by email:





simon@nelsonsjourney.org.uk





By TUESDAY 30 JUNE; 23:59








