ADVOCACY SERVICE ABERDEEN PROCEDURE No 1.8b

Title: - RECRUITMENT AND SELECTION

	Post applied for
	



	First names
	

	Surname
	

	Home address
	

	Post code
	

	Home telephone
	
	Mobile Telephone
	

	Email address
	

	Are you eligible to work in the UK?
	             Yes                 No          

	Do you drive?
	       Yes             No
	If yes, is your licence clean?                        
	           Yes                No



	Have you at any time received, or had pending, a court conviction?  
	            Yes                No  

	If so, please give details:

	








[bookmark: _GoBack]



Criminal Convictions

Failure to disclose relevant convictions will result in any offer of employment being withdrawn and/or disciplinary action up to and including dismissal being taken as appropriate.  Please note that any information given in relation to convictions will be treated as confidential.  Membership of the Protection of Vulnerable Groups Scheme will be required for this post.


How did you find out about this vacancy? ______________________________________________________


	Previous Employer
Name & address
	From Date
	To Date
	Description of duties and responsibilities
	Your reason for leaving

	
	
	
	



	

	
	
	
	



	

	
	
	
	



	

	
	
	
	



	

	
	
	
	



	



Referee
Please give names of two referees, one must be your current Manager/HR and the other must be a previous Manager/HR
	Name
	Job Title
	Address
	Phone no
	Email Address

	


	
	
	
	

	


	
	
	
	




Education / Qualifications- Please provide copies if you are invited for interview.
	Include in this section all relevant qualifications. Please also indicate subjects currently being studied.

	Subject/Qualification
	Year
	Place of study
	Grade

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	


Suitability for post
In this section, we aim to assess your suitability for the position applied for; including examples of achievements/experience in support of this.  Please tell us what skills you consider required for the post and give examples of how you have demonstrated these skills in previous roles.  When completing this section, please have a copy of the Job Description and Person Specification available.  Please complete on an extra sheet if required.
* Please note that should you be invited for an interview, you will be expected to bring original documentation along with you confirming your eligibility to work in the UK.  If any of the information provided in the Application Form is found to be false or misleading, this may result in any offer of employment being withdrawn and/or disciplinary action up to and including dismissal being taken as appropriate.

	Suitability for post







Data Protection Act 2018
In line with the requirements of the Data Protection Act, we are required to seek your consent to process personal and or sensitive personal data.  The contents of this form remain confidential at all times but we may place your personal details i.e. name, address, and telephone number only on a computerised database so that we may contact you regarding your application.  These details are used solely for the purposes of processing your application and are retained independently.  We do, however, retain a copy of your details for a period of six months after an appointment has been made in case we need to contact you.

The information on this form will not be available to any member of staff other than named personnel and will not be divulged to outside sources although, if you are offered a position, we will contact the referees named on this form.  Application forms and ancillary documentation related to unsuccessful job applicants are destroyed not less than six months after an appointment has been made.  You are entitled to ask for access to the personal data and we are entitled to make an administrative charge in this respect.  
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