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Please use TYPE or BLACK ink and complete ALL sections.

This part of the application WILL be used to shortlist candidates for interview.

	POST APPLIED FOR:

Finance and Office Manager
	CLOSING DATE:
Friday February 16th, 5.00pm


1.
PERSONAL DETAILS (Please complete in block letters)

	Surname:
	Forenames:



	Title by which you wish to be referred:

(Mr/Mrs/Miss/Ms/Other)
	Date of Birth:

	Address for Correspondence:


	Permanent Address (if different):



	Postcode:
	Postcode:

	Home telephone no:

Work telephone no:

Extension (if applicable):
	Mobile telephone no:

Email address:



	National Insurance No:




2.
PRESENT OR LAST EMPLOYER

	Name and address of employer:
	Name and address of establishment where employed (if different):



	Postcode:
	Postcode:

	Nature of business:
	Job title/Post:


	Present annual salary or weekly wage (gross):

	Hours/sessions worked per week:
	Other benefits (if applicable):


	Date appointed:
	Notice required or leaving date if last appointment:


	Reason for leaving or seeking other employment:



	Brief description of duties:




3.
PREVIOUS EMPLOYMENT
Starting with the most recent first.  Include work/voluntary experience and any periods of unemployment.

	Employer name & address
	Job title/post
	Grade & salary/wage
	Full or part-time

(if part-time, give hours or sessions)
	Dates

(month/year)
	Reason for leaving

	
	
	
	
	From
	To
	

	
	
	
	
	
	
	


4.
EDUCATION, TRAINING & QUALIFICATIONS

	Secondary School/College/University
	Dates
	Qualifications gained (state level)
	Grade/class of degree
	Date

	
	From
	To
	
	
	

	
	
	
	
	
	


OTHER RELEVANT TRAINING COURSES ATTENDED 
	Organising Body
	Course title
	Length of course

	
	
	


MEMBERSHIP OF PROFESSIONAL BODIES

	Name of body
	Type of membership
	Date obtained

	
	
	


5.
INFORMATION IN SUPPORT OF YOUR APPLICATION

Please give details of any relevant experience, skills or knowledge to support your application.  Be concise but make sure that you cover ALL the essential points of the person/employee specification.  Continue on a separate sheet(s), if necessary.  Please ensure that your name, the post title and advert reference number are clearly marked on all separate sheets.

	


6.
REFEREES

Employment at the Sherwood Forest Trust is offered subject to receipt of satisfactory references.  Please provide details of two referees.  Friends and relatives are NOT acceptable referees.  One of the referees should be your present/or most recent employer and normally no offer of employment will be made without reference to him/her.  If you have not previously been employed, then Head Teachers, College Lecturers, or other persons who are able to comment authoritatively on your educational background and/or personal qualities, are acceptable as referees.
We will not take up references without your personal permission, or before interview.
	Name:

	Name:

	Status:

	Status:

	Organisation (if appropriate):
	Organisation (if appropriate):


	Address:
	Address:


	Postcode:

	Postcode:

	Telephone No:
	Telephone No:


	Email address:

	Email address:

	Relationship

	Relationship


7.
DISCLOSURE OF CRIMINAL BACKGROUND
The Charity is required under the Police Act 1997, the Protection of Children Act 1999 and the Criminal Justice & Court Services Act 2000 to check the criminal background of those employees whose jobs give them access to children or other vulnerable members of society.  Decisions to appoint will be subject to consideration of a disclosure from the Criminal Records Bureau.

If the post for which you are applying requires a Criminal Records Bureau check, you must provide information about ALL convictions, as the post is automatically exempt from the Rehabilitation of Offenders Act 1974 and rules relating to ‘spent’ convictions do not apply.

If the post for which you are applying does not require a Criminal Records Bureau check, you are still required to answer the following questions but you do NOT need to disclose convictions which under the Rehabilitation of Offenders Act 1974 are considered as ‘spent’.

Please refer to the enclosed information regarding the Rehabilitation of Offenders Act 1974.

Please answer the following questions.

Have you ever been convicted of a criminal offence?






YES/NO

Have you ever been cautioned for a criminal charge?






YES/NO

Are you at present the subject of a criminal charge?






YES/NO

If YES to any of the above questions, please give brief details including dates.

	


The Charity’s Policy Statement on the Recruitment of Ex-Offenders is available on request.

8.
DECLARATION OF RIGHT TO WORK IN THE UK
Please note that we require all applicants to have the appropriate right to work in the UK.

☐ By ticking this box, I declare that I have the right to work in the United Kingdom.

I am aware that if an offer of employment is made to me, this will be subject to my providing proof of the right to work in the UK and failure to do so will result in this offer being withdrawn. 

9.
GENERAL

Are you interested in Job Share?








YES/NO

(please delete as appropriate)

Please give details of any dates within the next 2 months when you will not be available for interview.  However, if you are not available for interview on a specific date, we cannot guarantee being able to offer you an alternative date.


Do you hold a current full driving licence?







YES/NO

Do you have regular use of a vehicle?








YES/NO

This is an essential requirement only if the post carries an authorized car user allowance.

Have you ever been the subject of formal disciplinary proceedings?  




YES/NO

If yes, please give details including dates.

	


10.
DECLARATION
I certify that the information given on this application form is correct to the best of my knowledge.  I freely give my explicit consent that the information which I give on the application form may be processed in accordance with The Sherwood Forest Trust’s policies in accordance with the Data Protection Act 2018.
I understand that information provided will be used in accordance with the Sherwood Forest Trust’s recruitment privacy notice, which is available on the SFT website. 

The provision of false information in an application form may be grounds for disqualification or, if appointed, dismissal.

Signed _____________________________________Date _______________________________
We welcome applications from people from all sections of the community. If you have any access requirements, please indicate this on the accompanying recruitment monitoring form and we will contact you prior to attending the interview.

	Please return your completed form to:

The Sherwood Forest Trust

5 & 6 Church Farm Business Centre

Mansfield Road

Edwinstowe

Nottinghamshire

NG21 9NJ

Please ensure that your application meets the requirements of the person specification and shows your experience matches the job description.  
If you have not received a reply within the next three weeks, you should assume that your application has been unsuccessful.
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