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CONFIDENTIAL

Application Form for the role of Association Administrator, part-time

Please complete all sections in type, signing the declaration at the end, and return the form electronically to the Administrator of the Heart of England Baptist Association (HEBA) at the following email address: km@baptist-heartofengland.org. If you wish to send a printed copy, please mark the outside of the envelope “Confidential, to be opened by addressee only” 


Please note that all text boxes in this form will expand to take more information if needed - you should not be constrained by the current box size.

	
Post applied for:
	Association Administrator, part-time (temporary)


	
Where did you learn about the vacancy?

	

	Personal Details

	
Name:        ………………………………………………………..………………………………………………..…

Address:    ………………………………………………………………………….………………………………...

……….……….…………..……………………………………  Postcode:  ……………………………………..…

Telephone:…Home…………….……………Work……………...………..Mobile:…..........……………………..
(Please circle the numbers you are happy for us to use to contact you) 

Do you hold a current Driving Licence?                                    YES/NO
Are you willing/able to use your vehicle for HEBA work?          YES/NO


	Education and Qualifications

	
Relevant Education:

School/College/University education






	
Subjects taken and level
	
Date of exam
	
Result









	
Professional qualifications








Membership of organisations
- please give details including ecumenical bodies and public duties, eg JP, member of local authority:







	
Body:
	
Date:









	Employment History

	
Current or most recent role and organisation








	
Dates
	
Post and brief description of main responsibilities

















Reason for Leaving:.........................................................................
.........................................................................................................
If still in post, what length of notice period is required?:...................


	
	Dates
	Brief description of main responsibilities

	If there are any significant gaps in your working history, please give details of these below.








	Skills, strengths and experience

	
Using the Job Description as a guide to the key requirements of the role, please outline your key skills, strengths and experiences in relation to the responsibilities of this role:














	Where do you believe you would need most support to develop into the full requirements of the role?








	
What other interests and hobbies do you like to spend time on?









	
Is there any other information that you would like to provide to the interviewing panel at this stage?



Thank you for sharing this information with us. Overleaf we will ask you for details of your referees, and for your confirmation that we can hold appropriate personal data about you for the purposes of this selection process.



	reference information

	
Please give the names of two referees – one of which must be your current or most recent employer and where possible the references should cover your past three years employment. 
We may take up references before interview. If not, then any offer of employment we make will be made  subject to acceptable references.


	
Current/most recent employer
	
Can we approach this referee now?
	
Yes
	
No


	

Name:      …………………………………………………………………………………………………………….


Address:   ……………………………………………………………………………………………………………



……………………………………………………………………………………………………………………………………………………………………………


…………………………………………………………………………. Postcode: ………………………………..


Telephone:  …………………………………..  E-mail:  …………………………………………………………..



	

	
Can we approach this referee now?

	    
Yes
	 
No

	

Name:      …………………………………………………………………………………………………………….

Address:   ……………………………………………………………………………………………………………




…………………………………………………………………………. Postcode: ………………………………..


Telephone:  …………………………………..  E-mail:  …………………………………………………………..



	
If you are invited for interview, do you have a disability or medical condition that we might need to take account of when you enter the building and come to the interview room?  If so, please advise us here.
..............................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................


	Under the Immigration, Asylum and Nationality Act 2006 we required to make enquiries of candidates to ensure that only those legally entitled to live and work in the United Kingdom are offered employment.  If you are invited to interview, you will be asked to produce evidence of your right to work in the UK.  A list of acceptable documents will be sent with your invitation to interview. 

	
Declaration

I declare that the information contained above is true to the best of my knowledge, and that I am content for HEBA to hold and use personal information about me for personnel reasons connected with my application and employment.


Signed:  ……………………………………………………………..    Date:    ……………………………………..


Name:    ………………………………………………………………………………………………………………..





All HEBA employment procedures are carried out within the HEBA Equal Opportunities Policy
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