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PERSONAL DETAILS:

	Initials
	Last Name:

	Address:

Postcode:
	Home Tel No:

	
	Daytime Tel No:


REFERENCES:
Please give details of 2 people who have agreed to provide a reference for you.  Ideally, they should have known you in a work capacity.

If you have been previously employed, you must provide a reference from your current or most recent relevant employer.

If you have previously been in employment or have been out of the labour market for some time, then please name someone else who would be able to give a reference.  (Suitable people to name as referees could be a teacher or lecturer, someone who has known you in a voluntary or other organisation, or another responsible person who knows you well.  Referees should not be related to you and they must be resident in the UK.)

	REFERENCE 1
	REFERENCE 2

	Name:


	Name:

	Position/Occupation:


	Position/Occupation

	Organisation:


	Organisation:

	Address:


	Address:

	Postcode:


	Postcode:

	Tel No:
	Tel No:

	Relationship: (eg Supervisor, Manager, Teacher)


	Relationship: (eg Supervisor, Manager, Teacher)



	Length of time known:


	Length of time known:

	Can we contact this person now?

Yes                         No


	Can we contact this person now?

Yes                             No


We are interested in any relevant skills and knowledge you may have, whether gained in employment or outside the workplace, so please include any unpaid, voluntary work, or other roles you may have had.
Remember to describe your work or role, as it is you we are interested in, not the team or business you were part of.   
PRESENT OR MOST RECENT EMPLOYMENT, VOLUNTARY WORK OR ROLE

	Job Title:


	Name of Employer:

	Dates Employed:

From:                            To:

Salary:
	Employer’s Address:

	Reasons for leaving/wishing to leave:

Notice required:



	Brief description of duties:




PREVIOUS EMPLOYMENT, VOLUNTARY WORK OR ROLE

Please list in date order, most recent first.

	Date:

From                To
	Employers Name

Address
	Job Title/Description of Duties

Reason for leaving:

	
	
	


EDUCATION, QUALIFICATIONS AND TRAINING

	Please give details of any courses/training, vocational or professional qualifications relevant to this application whether or not it led to a qualification.


	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)

	
	
	
	
	


ATTENDANCE MANAGEMENT

	Please state your number of days absent from work in the year to date:


	                 Days


ADDITIONAL INFORMATION

REASON FOR APPLYING

	Please state briefly why this post is of interest to you, and what you can bring to the post:




Please give details of your abilities, knowledge and experience, relevant to the post, under the following headings.  Please continue on a separate sheet if necessary.
WORKING WITH PEOPLE

	Please give examples of how you have effectively worked with others and as part of a team:




ORGANISATIONAL SKILLS

	Giving examples, please detail your ability to organise work objectives in order to meet identified tasks and timescales:




COMMUNICATION SKILLS

	Give examples that demonstrate that you are an effective communicator within a work environment:



INITIATIVE

	Please give examples of any situations in which you have used your initiative to promote improvement or solve work related problems:




ADAPTABILITY

	Using examples, please describe your ability to deal with work challenges and changes by being  flexible and adaptable:



HOBBIES/INTERESTS
	Please give examples of any hobbies or interests you have:



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.  I consent to the use of my personal information in the above stated purposes.
Applicants selected for interview will be asked to provide details of any criminal record. This should be sent under separate confidential cover, to a designated person within the organisation. The Cottage Family Centre guarantees that any such information will only be seen by those who need to see it as part of the recruitment process.

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.



	Signature (Initial/Last Name):                                                  
Date:


The Cottage Family Centre is committed to

advancing equal opportunities in all areas of its work.
The services proved at the Cottage Family Centre are funded by Fife Council, The Big Lottery, the MacDonald Trust and various local businesses
Company Limited by Guarantee  


    Registration Number SC271291
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Company Limited By Guarantee  Registration No:271291


Charity No: SC014271























EMPLOYMENT APPLICATION


























The Cottage Family Centre


29-31 Cawdor Crescent


Kirkcaldy KY2 6LH





Tel/fax: 01592 269489


e-mail: administration@thecottagefamilycentre.org.uk
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