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PRIVATE & CONFIDENTIAL 

REF No: ___________________   (Internal use)          



Notes for the applicant for completing this application form. 

1. Please return the completed form either by email to: ken.millwood@ten-uk.org (email is preferred) alternatively send to: Transform Europe Now, 1 Holdenhurst Road, Kingswood Bristol BS15 1HL. 

2. If you have any questions relating to the post or the application form, please email  gerry.partridge@ten-uk.org  or call Gerry Partridge on 0117 961 5161

3. As well as completing the application form you may also send your latest CV and any other supporting documentation.

4. Please return this as a Word document or hand written, not as a PDF

5. Include additional cells and/or pages if required 
6. Please circle any yes/no answers
7. Closing date for applications for this post is 5pm on Monday 23rd October 2017
Application for the post of ______Administrative Assistant____      Date _______________
	1
	Personal details

	
	Title …………………………….. Full Name ……………………………………...…..………………………………

Address…………………………………………………………………………………………………………………….…...

………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………..

Email address ……………………………………………………………………………………………………….…….….

Daytime Telephone……………………………….…………Evening Telephone…………………..…………….

Mobile Telephone…………………………………………………………………………………………………………….

Current employment……………………………………………………………………………………………..………..

National Insurance No ……………………………………….…………………………..

Are you eligible to work in the UK?   Yes/No (please circle)

Do you hold a full UK driving licence?  Yes/No             Do you own a car? Yes/No

Family details   …………………………………………………….……………………………………………….

Church you attend regularly………………………………………………..………………………………..
Your church activities /role / responsibilities 



	2
	Referees – one current employer and one church leader

	
	Name

Address

Email

Telephone

Position

Relationship to you
	
	

	3
	Work history – current position

	
	Employer’s Name & Address 


	Job title


	Key responsibilities


	Dates 

	Reason for leaving and notice period



	
	Contractual period of notice


	
	Current salary
	
	

	4
	Work history – previous positions, please explain any gaps in employment

	
	Employer’s Name & Address 


	Job title


	Key responsibilities 

	Employment Dates

	Reason for leaving

	
	Dates 
	Reason for leaving

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	5
	Education 

	
	Subjects / Award 
	Grade
	Name of Institution 
	Dates

	
	Degree


	
	
	

	
	A Level


	
	
	

	
	GCSE


	
	
	

	
	Other


	
	
	

	
	Other 


	
	
	

	6
	Training (provider/name/description/date)

	
	

	7
	Experience and skills – In no more than 500 words, please outline, giving examples of how your experience and skills meet the criteria and are relevant to this post as set out in the JD –Please include voluntary work, travel and any other experience not covered elsewhere.

	
	

	8
	Why you are interested in this role and what can you bring to the work? – in no more than 500 words

	
	

	9
	Do you have any unspent criminal convictions?  (Rehabilitation of Offenders Act)

	
	Yes/No
If you have answered yes please give details.  You may do this in a separate envelope or email.



	10
	Do you have any disabilities or health conditions that would require accommodation by us or that would affect your ability to do any part of this work? 

	
	Yes/No
If you have answered yes please give details.

	11
	I declare that the information I have given on this form is true and accurate

	
	Signature/ e-signature…………………………………………………………………..………………………………. 

Date…………………………………………………………………..



	12
	Data Protection Act

	
	Under the terms of the Data Protection Act, the information provided on this form will be held in confidence and used for the purpose of recruitment and selection and HR administration and monitoring purposes only.



	13 
	Other comments / information supporting your application 
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