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	SEAL DUNFERMLINE
	

	
	APPLICATION FOR EMPLOYMENT
	


	

	NOTES FOR COMPLETION

	The application form is the main way we decide whether or not to invite you to an interview. It is important that you give the best overall impression of yourself.



· Pease read all of the form first so that you understand what information is requested and how to complete the form. Make sure you have the Job Description which provides information about the job.
· Complete all sections of the form, insert an X in question boxes that do not require a written answer.
· You may find it useful to practise completing this form and coming back to review it before you submit it and to keep a copy to refer back to when preparing for any subsequent interview. 
· Email applications to anne-marie@sealdunfermline.org.uk  if you cannot send this by email please use our postal address: Seal Dunfermline, 12 Halbeath Road, Dunfermline, Fife KY12 7QX. 
· All applicants will be informed by email as to whether they are successful or not in being invited for interview.
 
· Closing date for applications Sunday 11 October 2026 

ABOUT SEAL DUNFERMLINE
SEAL Dunfermline is a registered charity operating within West Fife from a base in Dunfermline. The project’s roots go back to the late 1970’s when it operated as the Seal Project.  It later became an independent charity and gained SCIO (Scottish Charitable Incorporated Organisation) status in 2016.  
We are small part-time team of staff and volunteers.  Working together, we provide support to children and young people with additional support needs through group activities held predominantly during school term time. We work to improve social opportunities for children who cannot manage mainstream groups and activities and focus on improving wellbeing, confidence and self-esteem.  
SEAL receives funding from Fife Council, the National Lottery, other grant giving bodies, local groups and individuals. 
For more information visit our website www.sealdunfermline.org.uk or our Facebook page www.facebook.com/SealDunfermline

	DETAILS OF THE POST YOU ARE APPLYING FOR

	Job Title: 
	Relief Office Manager

	PERSONAL DETAILS

	First Name: 
	Last Name: 

	Address:

	Daytime Tel No: 

	
	Home Tel No:  

	
	Email Address: 

	Postcode: 
	

	National Insurance Number:
	

	
	
	
	
	
	
	
	



REFERENCES
· Please ensure that you have sought agreement from two referees from previous employers before submitting their details. Referees must not be relations or friends
· If you have been out of the labour market for some time, you must provide a reference from your last employer. 
· References will only be sought when the post is offered following interview.
REFEREE 1 – current or most recent employer
	Name:
	
	Organisation:
	

	Position:
	
	Address:
	

	Time Known:
	
	
	

	Email Address:
	
	
	

	Contact Tel No:
	
	
	

	Relationship:
	
	Post Code:
	

	Can we contact him or her now?
	Yes
	
	No
	


REFEREE 2
	Name:
	
	Organisation:
	

	Position:
	
	Address:
	

	Time Known:
	
	
	

	Email Address:
	
	
	

	Contact Tel No:
	
	
	

	Relationship:
	
	Post Code:
	

	Can we contact him or her now?
	Yes
	
	No
	


DECLARATION
	The information you give on this Application is used for selection purposes and also forms the basis of any subsequent employment relationship.  If you are successful, we will keep this application in your personnel file.  Otherwise, it will be destroyed when the recruitment process is completed.  
Candidates must declare all criminal convictions, spent or unspent. 
Candidates applying for posts that involve regulated roles or activities defined by the Disclosure (Scotland) Act 2020 will be required to become a member of the PVG Scheme prior taking up employment.  Existing PVG scheme members will also be required to submit and obtain a new PVG application before commencing employment.
I consent to the use of my personal information in the above stated purposes. (Submitting the form by e-mail gives this consent)
I declare that the information I have given in all the pages of this Application Form is correct.  I understand that by giving false information, or withholding information that may be relevant, I may be excluded from the recruitment process or dismissed if appointed to the post. 


	Do you have any criminal convictions, spent or unspent?
	

	Are you a member of the PVG scheme?
	 

	Electronic Signature                                                          Date 





	APPLICATION FOR EMPLOYMENT –SECTION 2
	
	

	
	
	

	
	
	

	

	· Please read the Job Description in full before you complete your application and state which essential skills and desirable skills you have, providing detailed examples.

· Do include any voluntary or unpaid work you may done

	PRESENT OR MOST RECENT EMPLOYMENT, VOLUNTARY WORK OR PERSONAL EXPERIENCE

	Post Title: Administrator
	Name of Employer:

	Dates Employed: 

From:             
To:                 



	Employer's Address:






	Salary:
	

	Notice required: 


	Duties/ responsibilities/ experience gained.

. 



















	

	PREVIOUS EMPLOYMENT, VOLUNTARY WORK OR PERSONAL EXPERIENCE 
Please list in date order, most recent first.


	Date
From / To
	Employer's Name / Address
	Post title
Duties/ responsibilities/ experience gained
Reason for leaving

	




	

	

	











	









	



	










	






	




	






	
	

	





	
	

	






	
	

	






	
	





	EDUCATION, QUALIFICATIONS AND TRAINING

	Please give details of any courses/training, professional qualifications relevant to this application

	Course Title
	Qualification or Result
	Study Method
(Eg part time/ full time
college/ home study)
	Course duration

	
	
	
	

	








	



	


	







	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	

	MEMBERSHIP OF RELEVANT PROFESSIONAL OR TECHNICAL BODIES

	Institute or Association
	How obtained 
(eg Examination or Election)
	Date Obtained
	Grade of Membership
	Still Valid?
(Yes/No)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	PROFESSIONAL REGISTRATION (Please complete/ignore as appropriate)

	For membership of any other registered professional body. 
	Name of issuing body:
	

	
	Registration No:
	

	

	OTHER INFORMATION

	This information will not be used to shortlist candidates

	Do you hold a valid Driving Licence?
	Yes
	
	No
	

	Do you have a disability that for which we need to make reasonable adjustments during the recruitment process. If yes please provide information to enable us to meet your needs
	Yes
	
	No
	


	


	


	
APPLICATION FOR EMPLOYMENT –SECTION 3
	
	

	
	

	
	
	

	

	PERSONAL STATEMENT

	· Using the job description and the essential and desirable skills please provide a personal statement outlining how you meet the criteria.
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