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Youth & Community Centre




Butterwick Road, Fishburn TS21 4ED,

Tel: 01740 629536, Email:enquiries@fycc.org.uk
www.fycc.org.uk
	Job Application Form

	

	Position applied for: Admin Assistant 

	

	Closing date: Tuesday 30th April 2019 5pm   
	Interview date: TBC 

	
	

	Please email completed applications to: enquiries@fycc.org.uk
(Please note - CVs will not be accepted) 
	

	1.
	PERSONAL DETAILS

	Surname and Title
	

	Forename(s)
	

	Address
	

	Post Code 
	
	E-mail address
	

	Contact telephone number
	

	2.
	EDUCATION AND QUALIFICATIONS

	Please give details of educational qualifications you have obtained.

	General Education
	School, College or University
	Examinations taken/to be taken and

	From
	To
	
	qualifications obtained

	
	
	
	

	
	
	
	 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	3.
	TRAINING AND DEVELOPMENT

	Please give details of any relevant training and development undertaken.

	Course
	Date

	
	

	
	

	
	

	
	

	
	

	
	


	4.
	MEMBERSHIP OF PROFESSIONAL BODIES

PROFESSIONAL or VOCATIONAL QUALIFICATIONS

	Name of Body/Qualification
	Class/Grade of Membership
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	5.
	PRESENT OR MOST RECENT EMPLOYMENT

	Post Title
	
	From:
	To:

	Notice Required
	
	Salary
	

	Reason for Leaving
	

	Employers Name and Address
	 

	Post Code

Web site
	

	Please give a brief description of your current or last post and key duties & responsibilities.

	


	6.
	PREVIOUS EMPLOYMENT

	Please give details of all previous employments listing in chronical order (Please stay within the space provide)

	Date
	Name and Address of Employer
	Job Title, Brief Description of Duties and reason             for leaving

	From
	To
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	
	
	
	


	7.
	VOLUNTEERING

	
	Please give details of any volunteering experience listing in chronical order (Please stay within the space provided)
	Name and Address of Employer
	Job Title, Brief Description of Duties and reason for leaving

	Date
	Name and Address of Organisation 
	Brief description of the role

	From
	To
	
	

	
	
	
	

	
	
	
	


	8.
	Supporting Statement 
	To
	
	

	Please demonstrate your experience, skills, knowledge and achievements against the criteria listed in the Person Specification. Address each point separately, giving examples and evidence where possible to support your application. Continue on additional sheets if necessary. (Two additional A4 pages maximum, minimum font size of 11.)
	
	
	
	

	
	
	
	
	


	9.
	REFERENCES

	Please provide the names and addresses of two referees, one of which must be your present or most recent employer. We reserve the right to take up a reference from any previous employer.

	Name  
	
	Name   
	

	Address
	
	Address
	

	Job Title
	
	Job Title
	

	Relationship
	
	Relationship
	

	Contact Number
	
	Contact Number
	

	E-mail address


	
	E-mail address
	

	May we contact the above without further reference to yourself?
	Yes / No 
	May we contact the above without further reference to yourself?
	Yes / No 

	10.
	ABSENTEEISM

	How many days have you been absent from work in the last two years? 

	Reasons for absence:



	11.
	SELECTION ARRANGEMENTS

	Should you require any special arrangements for interview or any other selection procedure, please let us know below.  The centre is fully accessible. 

	

	12.
	REHABILITATION OF OFFENDERS ACT 1974

	Have you ever been convicted of any criminal offence, other than a conviction which is spent by virtue of the Rehabilitation of Offenders Act 1974?

	If yes, please supply details:

	13.
	ASYLUM AND IMMIGRATION ACT 1996

	Do you have any restrictions on taking up employment in the U.K.?

	If yes, please supply details: 

	Are you eligible to work in the U.K.?


	14.
	DISCLOSURE

	I confirm that the information I have provided above is true and correct and that the information may be used for registration purposes under the Data Protection Act 1998.  I accept that if any of the enclosed information is found to be untrue after my appointment, I may be liable for dismissal without notice

	Name

Signature
	
	Date
	

	FOR OFFICE USE ONLY

	Not Interviewed
	

	Interviewed
	


Equalities monitoring form

Fishburn Youth & Community Centre aims to be an equal opportunities employer and to select staff on merit, striving to make employment opportunities available to everyone, including to people of different ages, physical and mental ability, ethnicity, gender, marital status, religion and sexual orientation. Please help us to monitor the effectiveness of our equality policy by completing this form and returning it with your application form. In accordance with Data Protection Act 1998, the information you have provided will be used only for the purposes of equality monitoring. 

The information provided on this form will be kept in strict confidence at all times. It will be used for monitoring our recruitment and selection processes. This form will be separated from the application form at the time it is received, and will not be seen by people short-listing candidates. If you are successful, the information will be transferred to your personal record. The information will be used in summary form only and will be used to help us make improvements to our procedures and practices in order to identify and eradicate discrimination.

The national identity, ethnic group, and religion categories are those recommended by the Office for National Statistics and used in the 2001 Census.

	Title: 
	Surname:  

	First and other names: 

	Post Title:  


	Post Reference:  Community Centre Manager 

	Where did you see this position advertised: 


	1. Age : 

	Date of birth:   


	2. Gender :

	 FORMCHECKBOX 
 Female 


 FORMCHECKBOX 
 Male


 FORMCHECKBOX 
 Transgender


	3. National Identity :

	What do you consider your national identity to be?

Choose as many or as few as apply (please tick):-

	English
	 FORMCHECKBOX 


	Scottish
	 FORMCHECKBOX 


	Welsh
	 FORMCHECKBOX 


	Irish
	 FORMCHECKBOX 


	British
	 FORMCHECKBOX 


	Other (please write in)
	


	4. Ethnic Group :
What is your ethnic group?
	Please tick one

	White British 

	 FORMCHECKBOX 


	White Irish

	 FORMCHECKBOX 


	White Traveller (including Gypsy, Roma and Irish Traveller)
	 FORMCHECKBOX 


	White – any other background, please write in: 
	 FORMCHECKBOX 


	Mixed White and Black Caribbean
	 FORMCHECKBOX 


	Mixed White and Black African
	 FORMCHECKBOX 


	Mixed White and Asian
	 FORMCHECKBOX 


	Mixed – any other mixed background, please write in:
	 FORMCHECKBOX 


	Asian or Asian British Indian
	 FORMCHECKBOX 


	Asian or Asian British Pakistani
	 FORMCHECKBOX 


	Asian or Asian British Bangladeshi
	 FORMCHECKBOX 


	Asian any other background, please write in:
	 FORMCHECKBOX 


	Black or Black British Caribbean
	 FORMCHECKBOX 


	Black or Black British African
	 FORMCHECKBOX 


	Black or Black British – any other background, please write in:
	 FORMCHECKBOX 


	Chinese
	 FORMCHECKBOX 


	Any other background please write in:
	


	5. Disability : 

	The definition of disability under the Disability Discrimination Act is: “A physical or mental impairment which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day activities” Do you consider yourself to have a disability?  

	 FORMCHECKBOX 
 Yes:
	 FORMCHECKBOX 
 No:


	6. Religion :
	Please tick

	None
	 FORMCHECKBOX 


	Christian (including Church of England, Catholic Protestant and all other Christian denominations)
	 FORMCHECKBOX 


	Buddhist
	 FORMCHECKBOX 


	Hindu
	 FORMCHECKBOX 


	Jewish
	 FORMCHECKBOX 


	Muslim
	 FORMCHECKBOX 


	Sikh
	 FORMCHECKBOX 


	Prefer not to say

Any other religion (please write in)


	 FORMCHECKBOX 



	7. Sexual Orientation :
	Please tick

	Bisexual
	 FORMCHECKBOX 


	Gay Man
	 FORMCHECKBOX 


	Heterosexual 
	 FORMCHECKBOX 


	Lesbian 
	 FORMCHECKBOX 


	Prefer not to say
	 FORMCHECKBOX 


	Other (please write in)
	


We would like to thank you for taking the time to apply for this vacancy. 
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