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               Job Application Form
Post applied for:  Secretary    Date: 






Personal Details








	Surname
	

	Forename(s)
	

	Current address
	

	

	Post code


	                                                                         
	Email
	

	Daytime telephone number
	

	Mobile number
	


Employment History  
	Name of present/most recent employer
	

	Address
	

	Post held
	
	From (month/year)
	

	
	
	To (month/year)
	

	Please outline your main duties & responsibilities:



	Please provide details of all your previous work experience. This can include any unpaid or voluntary work that you may have undertaken. Continue on a separate sheet if necessary.

	Name and address of employer
	From : To 

(Month/Year)
	Post held and brief outline of duties

	
	
	


Qualifications (Academic/professional)
	


Details of any relevant training (including any short courses)
	


Please provide details of any professional membership/s
	


	ADDITIONAL INFORMATION

	After reading the job description, please provide details of why you are applying for this post and highlight any knowledge, experience or skills you think are relevant.  Please include any skills or experience that may have been gained through voluntary work, unpaid work, community activities or through domestic or family experience.


	

	Please continue overleaf if necessary


	Do you have the right to work in the UK?  
	Yes/No (delete as applicable)

	What is the notice required in your present post?
	

	How did you learn of this vacancy?
	


Convictions
	Have you ever been convicted of a criminal offence?  I so, please give details of any unspent convictions.  Spent convictions do not have to be declared as the job is not one covered by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. 


	


	Data Protection
Information from this application may be processed for purposes registered by the Employer under the Data Protection Act 1998.  Individuals have, on written request [on payment of a fee], the right of access to personal data held about them.

I hereby give my consent to the GMB processing the data supplied in this application form for the purpose of recruitment and selection.

Declaration
I declare that the information given in this application is to the best of my knowledge complete and correct.



	Signature
	
	Date
	

	Please note that any false, incomplete or misleading statements may lead to dismissal.



Please send completed applications to: 
By post or e-mail: 

Adelle Atkiss

PA to the Regional Secretary

GMB

Will Thorne House

2 Birmingham Road

Halesowen

West Midlands

B63 3HP  

adelle.atkiss@gmb.org.uk

Closing date for receipt of applications is first post on Friday 03 February 2012.    
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References
All applicants are required to provide this information and return it with their completed application form

Confidential

	Post Applied for
	Secretary, Tewkesbury Office 

	Name
	


Please give the details of two referees, stating how long you have known them. One should be your current or most recent employer. If you are self-employed, relevant client references should be given. 
The referees nominated by you should be able to comment on your ability to satisfy the requirements of the job description.

References for shortlisted candidates will be taken up immediately on appointment.

	1. Name:
	2. Name:

	 
	 

	Address:
	Address:

	 

 

 
	 

 

 

	Email:
	Email:

	
	

	Telephone number:
	Telephone number:

	 
	 

	Occupation:
	Occupation:

	 
	 

	Time known:
	Time known:

	 
	 

	May references be taken up immediately on appointment?
YES/NO
	May references be taken up immediately on appointment?
YES/NO
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The GMB is committed to equal opportunities in its employment policy, 


practices and procedures.
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