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The Application Form – Notes to applicants
Please make sure that you fill in all sections of the form. Only applications made on our form are accepted, we do not accept CVs. 

The form is also used as the first stage of our selection process so it must be completed in full.

In order to make this decision, we will consider how well you meet the selection criteria, using the information that you give us in your application on which to base our decision. 

The application form plays a key part in our recruitment process and we use the information you give us to decide whether to offer you an interview.

We will not make assumptions about your achievements or abilities, we will only use the information that you give us in your application.

Completing Your Form

Please ensure that you study the job description/person specification carefully before completing your form. These documents will tell you about the job and about the skills etc. that we are looking for. 

Don’t assume that because the job title seems familiar to you, that you will be familiar with the job role. Organisations may use similar job titles but the job content and selection requirements may be very different.

Before completing the form, consider how your current and previous employment, any voluntary or community work you’ve done, your experience in running a home, skills you may have gained through sporting, leisure or college activities may be useful in helping you to demonstrate that you meet the selection criteria. 

When listing your previous employment and education, please ensure that they are given in date order and that the dates are correct. If you are interviewed we may want to ask you for an explanation of any time gaps on your form.

Make sure you complete the form fully and legibly. Either type or use black ink.

If you use additional sheets, make sure that you print your name, the job reference number and page number clearly on each sheet.

You may want to draft out your supporting statement first so that you can amend before copying it onto the actual form. 

When completing the supporting statement make sure that you assess your skills against the person specification and give examples of how you meet the person specification. Use the person specification as headings and add any additional information relevant to your application at the end.

Make sure that you sign and date the form before posting it to the address shown on the job description.

If you have difficulty in filling in the form, you can ask someone to do it on your behalf, but you must sign and date the form to confirm that you agree with the content.

The Application Form 

	Post applied for:
	Marketing PR Communications Manager
	
	Ref:
	NA


This form must be completed in black ink and returned either to sophie@thefsi.org or addressed to Sophie Thompson, The FSI, Ground Floor, 91-93 Great Portland Street, London, W1W 7NX
Disability
If you are unable to complete this form yourself because of a disability, it may be completed on your behalf by someone else but you must sign it. If you are invited to interview, you will be asked for details of any additional assistance you may require for the assessment tests or at interview.

Personal
	Surname:

Previous Surname(s):

	First Names:

	Address:   


	Contact Telephone No(s): (convenient time for us to contact you)




Job Share
	Are you applying to job share this post?


( Yes  ( No

Do you have a job share partner?



( Yes  ( No

If yes, please give name ……………………………………………………………………….
For jobs where driving is a requirement, do you have a current, full driving licence?
( Yes  ( No


Present or Most Recent Employment
	Job Title:

	Dates Employed:

	Current or Most Recent Salary:

	Reason for Leaving:


	Employers name & address:
Key responsibilities of post:  



Previous Employment – in date order, most recent first

	From Month/Year
	To       Month/ Year
	Title & Key Duties of the Post
	Employers Name & Address
	Reason for Leaving

	
	
	
	
	


(Continue on separate sheet if necessary, indicating your name and reference no.)

Education and Qualifications – give details of education after 16 years of age

	From Month/Year
	To Month/Year
	Name & Type of Institution Attended (School, College etc)
	Examinations Taken and Qualifications Obtained

	
	
	
	


Professional Qualifications

	Awarding Body/Qualifications
	Level/Grade of Membership
	Date Obtained
	Registration No.

	
	
	
	


Training Attended – give details of relevant training attended in the last 2 years

	Dates
	Details of Training

	
	


	Please give details of any time gaps not indicated above. Candidates may be asked for further clarification at interview.

	


Experience and Relevant skills

You must assess yourself against each of the selection criteria on the person specification and give specific examples of how your skills, knowledge etc. meet these criteria, your evidence must be concise and to the point. Please ensure that your evidence is presented in the same numbered format as the selection criteria.

	


(Continue on separate sheet if necessary, indicating your name and the job reference no.)
References
References will be taken up once a job offer has been made and verbally accepted. One referee must be your current line manager. We will also take up references covering the last 5 years so please give details of all your employers/line managers during this period.

	Name:
	Name:

	Position/Occupation:
	Position/Occupation:

	In what capacity do you know the referee:


	In what capacity do you know the referee:

	Name and address of Organisation:


	Name and address of Organisation:

	Telephone No.
	Telephone No.

	For persons who are not British or EU Nationals:

If you have any conditions related to your employment please give full details:  



	To be completed by all applicants:

Have you ever been declared bankrupt or been the subject of bankruptcy proceedings: ( Yes ( No     
If yes, please give details:    



	To be completed by all applicants:

How many days work or education have you missed because of illness or injury during the last 2 years? Please give details:   



	Please indicate where you saw the job advertised:
( Charity Jobs

( Gumtree

( Reed

( Newspaper or specialist magazine (please specify name): ………………………………………………………………………………..
( FSI Website
( Other (please specify): ……………………………………………………………………………………………………………………….
  

	· In accordance with the Data Protection Act 1998 I give my consent for the information contained in this form to be processed in accordance with FSI policy for the purpose of recruitment and employment. I understand that if I am appointed, this application form will become part of my personal file and that if I am not appointed it will be stored for 6 months and then destroyed.

· The FSI is committed to Equal Opportunities. The selection process is designed to select, promote and treat people on the basis of their merits and abilities within British Law. The FSI has a normal retirement age of 65 for all staff.

· The information given is to the best of my knowledge and correct. I have read the equal opportunities statement above and confirm that I am less than 65 years of age. I understand that deliberate misrepresentation or omission of factual information requested may lead to dismissal/legal action.

Signed:…………………………………………………………………………………………………………..  Date ……………………………


FSI
November 2009
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