
Application for Employment
Executive Assistant

Please complete this form and return to recruitment@rapecrisis.org.uk by: 12 noon on Monday 5 September 2022.


Personal details

	Title
	Last Name
	First Name(s)

	
	
	

	Address incl. postcode

	

	Telephone numbers

	Home:
	

	Work: 
(only if we may telephone you there)
	

	Mobile:
	

	Email

	



	Are there any restrictions on your continued residence or employment in the UK?
	Yes
	
	No
	

	If yes, please give details:
	



	What period of notice are you required to give to your present employer?

	

	Where did you hear about this vacancy? 

	



Relevant employment history

	Current or most recent job

	Position held:
	

	Dates:
	from
	
	to
	

	Name and address of employer

	

	Please give brief description of duties

	

	Current or last salary and reason for leaving

	





	Previous employment (Please start with the most recent – continue on extra sheets as necessary)

	Position held:
	

	Dates:
	from
	
	to
	

	Name and address of employer

	

	Please give brief description of duties

	

	Reason for leaving

	

	Position held:
	

	Dates:
	from
	
	to
	

	Name and address of employer

	

	Please give brief description of duties

	

	Reason for leaving

	

	Position held:
	

	Dates:
	from
	
	to
	

	Name and address of employer

	

	Please give brief description of duties

	

	Reason for leaving

	

	Position held:
	

	Dates:
	from
	
	to
	

	Name and address of employer

	

	Please give brief description of duties

	

	Reason for leaving

	





	Education, training & qualifications (Tell us about all training relevant to this post, starting with the most recent)

	Institution & course
	Qualifications, certificates, subjects & grades 
(as relevant)

	
	

	
	

	
	

	
	







Supporting statement

Please tell us why you are a suitable candidate for this post, reflecting on your relevant values, approach, attributes, skills, knowledge and experience. 

We recommend you refer to the person specification and selection criteria detailed in the brief and address each criterion in order, using sub-headings and giving examples based on your paid and unpaid work experience to date.

Continue onto extra sheets as necessary but please do not let your statement in total exceed three sides of A4 (in minimum pt.12 font).

	

	If you are disabled and there are any special arrangements we need to make should you be shortlisted for interview, please contact us to notify us of these.

Please note that all personal data will be processed in line with the General Data Protection Regulation (GDPR). Successful applications will be stored for the duration of employment. Unsuccessful applications will be destroyed six months after the date of interview.

	Declaration

I confirm that: 

· I am legally entitled to work in the UK 
· To the best of my knowledge and belief the information I have given in support of my application is correct
· I understand that any misleading statement or deliberate omission may result in my dismissal.

I hereby consent to the processing of sensitive personal data, as defined in the General Data Protection Regulation and the Data Protection Act 2018, as part of the consideration of this application.

	Signature:
	
	Date:
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Please note that the application form continues on the next page
Page 1 of 9

Page 9 of 9
The following pages will be detached from your application prior to it being considered as they contain information that is strictly private and confidential.

	Name:
	

	Position applied for:
	[bookmark: _GoBack]Executive Assistant




References

Please give the names and contact details of two referees we can contact to provide information in support of your application. One of these should be your current manager. If you are not currently in employment, please supply the name of your most recent employer or an academic reference (e.g. tutor or teacher). 

Please indicate below whether references may be taken up prior to an offer of employment being made and accepted.

Please ensure your referees are aware of this application and have given their permission for their personal details to be shared for this purpose.

	Current/Last employment
	Previous employment

	Name:
	
	Name:
	

	Address:
	
	Address:
	

	Postcode:
	
	Postcode:
	

	Telephone:
	
	Telephone:
	

	Email:
	
	Email:
	

	Position held in relation to applicant
	Position held in relation to applicant

	
	

	Referee can be contacted prior to offer being made?
	Referee can be contacted prior to offer being made?

	Yes
	
	No
	
	Yes
	
	No
	








Rehabilitation of Offenders Act 1974

	Applications from ex-offenders are welcomed and will be considered on their merit. Convictions that are irrelevant to this job will not be taken into account. You are required to disclose any convictions, which are not 'spent' by virtue of the Rehabilitation of Offenders Act 1974.

	
	
	
	
	

	Have you been convicted of a criminal offence, which is not spent, as defined in the above Act?
	Yes
	
	No
	

	
	
	
	
	

	If yes, please give details of date(s), offence(s) and sentence(s) passed:

	

	The Rehabilitation of Offenders Act does not apply to certain specified professions, nor does it apply to posts which involve contact with children, young people or vulnerable adults. In any of these cases you should state all past convictions, including any that are spent, giving details of date(s), offence(s) and sentence(s) passed:

	

	If you are applying for a post which involves contact with either children or vulnerable adults, please also confirm that you are not listed on either of the following (as appropriate):

	
	I confirm that I am not listed on the children's barred list

	
	

	
	I confirm that I am not listed on the adults' barred list

	AND

	
	I declare that I have no past convictions, cautions or bind-overs and no pending cases affecting why I might be considered unsuitable to work with children/vulnerable adults.

	
	

	The information you provide will be treated as strictly confidential and will be considered only in relation to the job for which you are applying.







image1.png
YAPE

England & Wales




