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You should attempt to answer all relevant questions as fully as possible.  We do not accept CVs as they are unlikely to provide all the information required, so you should fill in this application form. Please complete in black ink or typescript. It is recommended that you read the guidelines for completion of the form.

1
PERSONAL DETAILS


a) Post for which you are applying: ____________________________________________________________________

b)
Surname:______________________________ Initials: ___________________   Title : ________________________

                                                                                                                                                     (Ms,Mr,Mrs etc)

Address for correspondence:  _________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

c)
Telephone No. 
Day: _______________________________________________________




         Evening: ___________________________________________________

       Mobile No:            ​​​​​​​​​​​​​​​​​​​​​​​​​​​___________________________________________________________

d)
If successful, how soon would you be able to start?_________________________________

The information provided by you will be used to assist with the process of recruitment in accordance with Citizens Advice and Rights Fife (CARF) Recruitment Policy and Procedures.  In terms of Data Protection Act 1998, you are entitled to know what personal information C.A.R.F. holds about you.  If you wish this information you should apply in the first instance to the Data Protection Officer at the address below.

I certify that the information given on this form is correct to the best of my knowledge. I consent to Citizens Advice and Rights Fife checking any information I am unable to verify personally.  

Signed __________________________________________________ Date _________________________

Please return to Recruitment, C.A.R.F. Craig Mitchell House, Flemington Road, Glenrothes, KY7 5QF


2
EDUCATION AND TRAINING

Please tell us about education and qualifications relevant to the advertised post. If you need more space, please use a separate piece of paper.

Qualifications gained in any country are appropriate. You do not need to list every GCSE/ Higher (or equivalent) that you have received - the number and levels will be sufficient. However, you may wish to highlight any that are particularly relevant to the post.

	Subject
	Level/Qualification
	Date gained

	
	
	


Please list any training you have received or are currently undertaking that did not lead to a qualification, but that you consider is relevant to the post.   

	Course Level
	Course Provider
	Dates

	
	
	


3  
CURRENT EXPERIENCE

Please include details of your current or most recent employment. It is sufficient to detail the main duties and responsibilities of your post.

a)
Name and address of employer: 


Position Held: 





Dates Employed: 


 

Present Salary: £_________________

b) If you are not in paid employment, please use the space below to tell us what you are doing at present.

This section should be used to tell us about anything that you are currently doing other than paid work. For example, you may be in voluntary work, studying etc.   Much of what you do now may be relevant to the post even if it is not paid employment.   Please make sure you tell us about it.


4 PREVIOUS EXPERIENCE

This section should be used to tell us about relevant previous experience whether from voluntary work, studying or employment, etc.  Please list in date order most recent first.
	Date

From/To
	Employer’s Name/

Address
	Post title

Duties/responsibilities/experience gained.

Reason for leaving

	
	
	


If you need more space, please use a separate piece of paper

5  
SKILLS AND GENERAL INFORMATION

This section provides us with specific information in support of your application. You must be able to demonstrate both in the application form and at interview, if called, that you can satisfy each and every aspect of the person specification.  You must number your answer in relation to each point in the person specification. 

It will not be sufficient to duplicate what the person specification states. You will be required to demonstrate positively that you have the required skills, experience or qualities sought by reference to your academic, voluntary, personal or professional life

C.A.R.F. requires all staff to have sympathy with its principles and a commitment to our Equal Opportunities Policy. You will be required to demonstrate your commitment to our beliefs by reference to your past achievements in these areas and what you would hope to achieve if offered the post.

Please tell us why you are applying for this post. You must address every aspect of the person specification.



6
REFERENCES


Please supply details of two referees.  These should not include relatives or purely personal friends.  If you are in current employment one reference must be from your current employer.  Employment with CARF is subject to receipt of two satisfactory written references.  If references do not check out satisfactorily for any reason we will contact you.

1.
Name:
______________________________________________________________________________


Address:
______________________________________________________________________________


Tel. No.:
_______________________________________



2.
Name:
______________________________________________________________________________


Address:
______________________________________________________________________________



Tel. No.:
______________________________________



                      

Please tick the box if you do not wish us to take up references with your current employer before interview.


Brief outline of duties and responsibilities:















































































































































If you need more space please use separate sheet








PAGE  
2

