application for employment

part a
[image: image1.png]INVESTOR IN PEOPLE




please complete this form in full – once completed, you should upload this form onto the campaign site: http://www.hays.com/jobs/incommunities/ or post to: Navita Kaushal – Incommunities Application, 2nd Floor, Sovereign House, South Parade, Leeds, LS1 5QL.


the information given in this application form will be used for recruitment and selection purposes and it may be shared with other designated bodies administering public funds for the prevention and detection of fraud.  This information will be processed in accordance with the Data Protection Act 1998, and will be stored on computer and manual files.  Application forms of unsuccessful candidates will be destroyed after twelve months.  If your application is successful, this information will be kept in your personal file for the length of your employment with Incommunities.


►   job reference number and details

►  job sharing
	Vacancy Title: ICT Service Desk Analyst

Vacancy Reference Number: 1506HIT

Closing Date: 22nd May 2009


	

 FORMCHECKBOX 
 full time

 FORMCHECKBOX 
 part time
 FORMCHECKBOX 
 job share



►  your details please complete this form using a black or dark blue pen
	(please print in BLOCK CAPITALS):

your full name:     
known as:       
your address:  

     

postcode:       

	email address:       

	telephone number where you can be contacted

home:
     
work:  
     
mobile:  
     

	How do you wish to be addressed?
Mr   FORMCHECKBOX 

  Mrs
  FORMCHECKBOX 
      Miss  FORMCHECKBOX 

Ms   FORMCHECKBOX 

   other:      
(please tick)

	Do you have a current valid driving licence?
  yes   FORMCHECKBOX 
       no   FORMCHECKBOX 




(please tick):   car   FORMCHECKBOX 

  m/c   FORMCHECKBOX 

HGV class   FORMCHECKBOX 

    other:      



our vision is to be employer of 1st choice


www.incommunities.co.uk


►  references
	It is our policy to take up references for those shortlisted.  Please give names and addresses of two referees who know you well enough to comment on your suitability for the post.  One of them must be your present or most recent employer. Where possible, the references must cover your last two years of employment. If you have not worked or have been self-employed please give the name of a responsible person who knows you well, but is not a relative.

	Give your former name if different from that on page 3, to ensure we are asking for the correct reference.

Your former name and Job Title (if applicable):  




	name of 2 referees and status or job title
	Company name and 

address for contact
	may we approach them before interview?

	1.
name:


position:


tel no:


email:


fax:
	     
     
     
     
     
	     
     
     
     
postcode      
	

yes
 FORMCHECKBOX 



no
 FORMCHECKBOX 


	2.
name:


position:


tel no:


email:


fax:

	     
     
     
     
     
	     
     
     
     
postcode      
	

yes
 FORMCHECKBOX 



no
 FORMCHECKBOX 





►   interviews
	If you are selected for interview we will send details of when and where it is.  If you consider yourself to be a disabled person, please tell us if there are any adjustments we can make, for example:-

· car parking to be made available nearby
· someone to meet you at the entrance of the building
· a sign language interpreter to be present
· preferred type of seating
(You may be able to claim interview expenses.  Please contact the Human Resources Team on 01274 254171 to find out if you can claim).



	Are there any adjustments that may be required to be made should you be invited for interview?

If so, please state here.


	     


►  education and qualifications
Please give details of your education and qualifications.  If you are appointed to a post where qualifications are an essential requirement, before your appointment is confirmed, you may be asked to show us the original certificates issued to you by the examining body (photocopies will not be acceptable).

	place of study

(e.g. school, college)


	qualification
	results/grades



	secondary school

     

	     
	     

	further education (full time):

     

	     
	     

	further education (part time):

     

	     
	     



►  professional qualifications / membership
	qualification/professional body
	level
	current

membership

status



	     

	     
	     


►  employment history (most recent employment)
	employer’s name 

and address
	position held
	date
	reason for leaving/wishing

to leave

	
	
	from
	to
	

	     

	     
	     
	     
	     


	tel no:
	     
	salary/wage
	     
	number of hours worked
	     
	length of notice


	     


	briefly describe your duties and responsibilities

     




►  previous employment  please show full time or part time hours in each
Please give details of any gaps in employment history, include dates and reason why.

	employer’s name

 and address
	position held
	full time or part time hrs
	salary/ wage
	reason for leaving

	     

	     
	     
	     
	     



►  training and development
List all relevant training courses you have taken including practical, in-house, commercial and special training courses.  Include any apprenticeships, training schemes, evening classes and adult education.

	course and training details
	results/ grades

obtained
	where
	how obtained

(full time)

(part time)

(correspondence)



	     

	     
	     
	     



►  health
	Are you aware of any aspect of your health which could affect your ability to undertake this job?  

yes   FORMCHECKBOX 

  no   FORMCHECKBOX 

If yes, please supply brief details.

     
Please note:  You may be required to complete a pre-employment medical questionnaire and/or consent to a medical examination for certain posts. 



► other
	Under the requirements of the Asylum and Immigration Act, are you currently                  yes   FORMCHECKBOX 

  no   FORMCHECKBOX 

eligible to work in the UK? 

Criminal Convictions – have you any criminal convictions which are not regarded             yes   FORMCHECKBOX 
  no   FORMCHECKBOX 
 

as spent?


If you are successful in your application, would you require a work permit prior to             yes   FORMCHECKBOX 

  no   FORMCHECKBOX 
 

taking up employment? 


►  experience and reason for applying
Taking particular account of the essential criteria listed on the enclosed personnel specification, please state what knowledge, skills and experience you have which are relevant to this job.  Because of Age Discrimination Legislation we do not ask for dates of employment. Please make sure that you clearly specify the number of years’ experience in each field. In addition to information about paid employment, include unpaid experience or activities you have undertaken which you feel are relevant to the job.  

Please also tell us if you meet the desirable criteria as we will use this for shortlisting purposes if we receive a large number of application forms that meet all the essential criteria.  Continue on separate sheets if necessary – on each sheet include your name with the post reference number shown on page 3 of this application form.

     
►  experience and reason for applying - continued

     
►  experience and reason for applying - continued 


     
confidential monitoring form
part b 


please complete this form in full


the Human Resources Team will detach this form from your application and will use this information for monitoring purposes and will treat it as confidential


this form will not be seen by the selection panel

►   equality & diversity
As an employer that promotes equality and values diversity, Incommunities seeks a workforce which reflects the community it serves.  We are committed to providing equality of access to employment and development opportunities for people from all parts of the community.  All applications will be treated on merit.

To ensure our Equality & Diversity Policy is working, we ask all applicants to provide the information requested on this form.  It will be used only for administrative and monitoring purposes and will be confidential and not used in any part of the selection process.


►  your details
	Your full name:       

	Job title:      




vacancy ref:      





►  your personal details
	

	date of birth 
	 
	 
	 
	 
	 
	 
	 
	 
	age
	 
	 
	male
	 FORMCHECKBOX 

	female
	 FORMCHECKBOX 

	

	

	national insurance number 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	




►   job reference
	how did you learn of this vacancy?       





►  disability
	The Disability Discrimination Act considers a person disabled if:

· you have a longstanding physical or mental condition or disability that has lasted or is likely to last at least 12 months, and

· this condition or disability has a substantial adverse effect on your ability to carry out normal         day-to-day activities.

do you consider yourself to be disabled as set out under the Disability         yes   FORMCHECKBOX 
  no   FORMCHECKBOX 
 

Discrimination Act?   

NOTE: It is our policy to interview all disabled people who meet the essential shortlisting requirements of the post.  The Job Description/Personnel Specification shows the requirements for the post.  If you need further information or clarification on these job requirements please contact our Human Resources Team, their details are on page 3 of the application form. 



►  ethnic classification
	I would describe myself as (please tick)



	
	White
 FORMCHECKBOX 
 English


 FORMCHECKBOX 
 Scottish


 FORMCHECKBOX 
 Welsh


 FORMCHECKBOX 
 Irish 


 FORMCHECKBOX 
 White Eastern European

 FORMCHECKBOX 
 Any Other White
	
	Asian or
 FORMCHECKBOX 
 Indian

Asian British
 FORMCHECKBOX 
 Pakistani


 FORMCHECKBOX 
 Bangladeshi


 FORMCHECKBOX 
 Kashmiri


 FORMCHECKBOX 
 Any Other Asian
	

	

	
	Mixed
 FORMCHECKBOX 
 White & Black Caribbean


 FORMCHECKBOX 
 White & Black African


 FORMCHECKBOX 
 White & Asian


 FORMCHECKBOX 
 Any Other Mixed
	
	Black or 
 FORMCHECKBOX 
 Caribbean

Black British
 FORMCHECKBOX 
 African


 FORMCHECKBOX 
 Any Other Black

	

	

	
	NOTE:  These categories have been recommended to employers by the Commission for Racial Equality, and are being collected to assist the Trust Group to monitor the effects of its Equality & Diversity Policy and to meet the requirements of the Race Relations

(Amendment) Act 2000.
	
	Other Ethnic 
 FORMCHECKBOX 
 Chinese

Groups
 FORMCHECKBOX 
 Any Other Ethnic Group


	

	



►  declaration
	Any canvassing will disqualify candidates

A candidate for any appointment with Incommunities must state below any known relationship to a Board Member, Director or Senior Officer of Incommunities when making an application.  A candidate failing to disclose such a relationship or seeking to improperly influence the recruitment and selection process shall be disqualified from appointment, or if appointed, shall be liable to dismissal without notice.

Are you related to any Board Member, Director or Senior Officer of Incommunities?


yes  FORMCHECKBOX 

no   FORMCHECKBOX 

(If yes, please give details) ……………………………………………………………………..

	I consent to Incommunities recording and processing the information given in this application form.  I agree that this information can be used for monitoring purposes and my consent is conditional upon Incommunities complying with their obligations under the Data Protection Act 1998.

I also declare that the information I have given in this application is correct to the best of my knowledge – Note: The withholding, falsification or omitting of relevant information by a successful candidate are grounds for disciplinary action being taken, which could result in your contract being terminated.


Signed: ………………………………………………………….

Date: ………………………………………

Incommunities Group Limited is registered in England with Companies House No. 04221767. 

Registered address: Trust House, 5 New Augustus Street, Bradford, West Yorkshire BD1 5LL. 























































































































































If this post is full time, but you would like to job share and are unsure as to whether this is possible, please contact the Human Resources Team on 01274 254171





post applied for:


(please tick)
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