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LOTTERY FUNDED



 

HOW TO APPLY
1. Apply using this application form – CVs will not be accepted

2. Send your application by email to carrie@refugeeactionyork.com
What happens to your application?

1. Your application is numbered, and the first page of your application is removed, so that the recruitment panel don’t know the names of anyone applying.

2. Each member of the recruitment panel thoroughly reads every application and scores it against the main duties and against the essential and desirable criteria. Your application will score highly if it shows how your experience matches the main duties and the personal specification. If your application does not show how you meet the essential criteria then it will not be successful.

3. The recruitment panel meet together and compare scores. They then select 4 or 5 people from the highest scoring applications to attend an interview. 

When completing your application, think about how you meet all the essential criteria on the personal specification. You need to show that you have the relevant skills and experience. You may not have done exactly what we are asking for, but you need to show how your previous work and voluntary experience have given you skills we are looking for.

Give examples of what you have done. Writing “I am good at communicating” is not enough for us to give you a score. Give specific examples of how you have communicated in the past, and how you know it was effective.


Application form
CONFIDENTIAL


Please type or use black ink 

	1. PERSONAL INFORMATION

	Last name: 








	First Name:

	Title:

	Home Address:

Email:
	Home Phone:

Mobile:

Preferred method of contact: 

	2. EQUAL OPPORTUNITIES INFORMATION: 

	Do you consider yourself to have a disability?
	YES/NO/PREFER NOT TO SAY

	Do you consider yourself to be from an ethnic minority community?
	YES/NO/PREFER NOT TO SAY

	Do you have a health condition that may affect your work or ability to carry out the duties of the post?
	YES/NO/PREFER NOT TO SAY



	3. DISCLOSURE OF CONVICTION

	This role is not exempt from the Rehabilitation of Offenders Act 1974. We only ask applicants to disclose convictions which are not yet spent under the Rehabilitation of Offenders Act 1974. If you are not sure whether your convictions are spent, please contact NACRO for further advice.

Do you have any unspent convictions?       Yes ___                              No ___

If you have answered yes, please provide details of your criminal record in the space below. 




Education

Please give details of education and qualifications including secondary, further and/or higher education starting with your most recent. 

	Date Completed
	Name and address of institution
	Qualifications and results

	
	
	

	
	
	

	
	
	

	
	
	


IT Skills

Please list the IT packages you can use (for example: Word, Excel) and your level (basic, intermediate or advanced.)

	IT package
	Level
	Dates

	
	
	

	
	
	

	
	
	

	
	
	


Training

Please list any relevant training courses and any qualifications gained (if applicable). 

	Title of training / course and date attended
	Qualification gained  (if applicable)

	
	

	
	

	
	

	
	

	
	

	
	


Work Experience/Volunteering

Note:  Please give details of all the posts you have held, starting with your current post
	Dates Employed
	Employer’s name & address and nature of business
	Job title & description of relevant duties
	Final salary or grade (if applicable)

	From
	To
	
	
	

	
	
	
	
	


Skills and Experience 

Outline any relevant skills, experience and training appropriate to this post. YOU MUST relate your application to the requirements set out in the person specification. 

(Please do not exceed 1000 words)

Referees
Please give the names of two employment referees, starting with your present or most recent employer. References are only taken up after a provisional offer of employment has been made.

	Name:
	
	
	Name:
	

	Position:
	
	
	Position:
	

	Company:
	
	
	Company:
	

	Address:


	
	
	Address:


	

	Tel:
	
	
	Tel:
	

	Email:
	
	
	Email:
	


General Information

	Do you hold a current driving licence?




         YES/NO



	Do you consider yourself to be a refugee?




YES/NO


	Where did you hear about this vacancy?


	If appointed when could you begin?







	Declaration

	I confirm that the information I have given on this form is correct and complete and that misleading statements may be sufficient grounds for cancelling any agreements made.  I confirm that I have the right to work in the UK.  I understand that the information in this form will be kept and used for recruitment related purposes.

Signed______________________________________Date________________________


Data Protection Statement

The information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment. We may also use the information if there is a complaint or legal challenge relevant to this recruitment process. We may check the information collected, with third parties or with other information held by us. We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds, or in other ways as permitted by law. By signing the application form you are agreeing to the processing of sensitive personal data in accordance with our registration with the Data Protection Commissioner.

JOB APPLIED FOR: 


























