	Application Form
	

	Reference No:
	
	

	Application No:

(office use only) 
	
	

	Post Title:

Please refer to advertisement
	


Candidates are requested to complete the application form in black ink or typescript for copying purposes. If handwritten, then write clearly or in capitals.

	1.
	Personal Details

	
	Last Name / Family Name:
	First Name(s):
	Title:

	
	
	
	
	
	
	

	
	Address:
	

	
	
	Post Code:
	

	
	Telephone Number:
	Daytime:
	
	Evening:
	

	
	Mobile Number:
	
	Email Address:
	


	2.
	Present or Most Recent Employment

	
	Employer’s Name:
	

	
	Address:
	

	
	
	
	Post Code:
	

	
	Post Title:
	

	
	Date of Appointment:
	
	From:
	
	To:
	Present:
	 FORMCHECKBOX 


	
	
	
	
	
	
	or Date:
	

	
	Main Responsibilities: (max 7 lines)
	

	
	Period of Notice Required:
	
	Salary: £
	
	Full-Time:
	 FORMCHECKBOX 

	Part-Time:
	 FORMCHECKBOX 


	
	If unemployed, then please give a brief outline of your current situation / occupation (including any voluntary work):

	
	


WHERE REQUIRED, EVIDENCE OF QUALIFICATIONS WILL BE NECESSARY PRIOR TO COMMENCEMENT OF EMPLOYMENT

	3.
	Previous Employment (Please start with the most recent.  Include paid / unpaid / voluntary work.) 


	
	Dates employed  
	Employer
	Post Held with Brief Outline of Duties
	Salary / 

Wage
	Reason for

Change
	

	
	
	
	
	
	
	

	
	


	4.
	General & Further Education (including Relevant Professional & Technical Qualifications.) 



	
	School / College / University / Professional Body
	Qualifications Obtained


	Grades / Levels Obtained
	

	
	
	
	
	

	
	


	5.
	Training (Please list only those courses relevant to this particular post.) (max 14 lines)


	
	Approx.

Date
	Course Title
	Approx. Duration
	College or Organisation

	

	
	
	
	
	
	

	
	


	6.
	CRIMINAL CONVICTIONS & CAUTIONS

	
	If you have any unspent criminal convictions or have any criminal proceedings pending against you, then please give full details as a separate document, clearly stating your full name, the reference number and the post title of the post for which you are applying. This document should either be sent in an envelope marked “Private and Confidential” to The Personnel Office, detailing your name, the post title and the reference number, or emailed to: recruitment@hawk-group.co.uk detailing ‘criminal conviction information’ in the subject box. This envelope / email will only be opened if your application is shortlisted; if you are unsuccessful at this stage, then this envelope / email will be destroyed unopened.

NB – Spent convictions will still have to be declared on applications for certain occupations, such as those involving work with children or vulnerable groups, e.g. Chartered or Certified Accountant.




	7.
	References

	
	Please give the names of two people who could provide a reference regarding your suitability for the post for which you are applying.  One of these should be your Present or Most Recent Employer.  School / College leavers should give the names of lecturers / tutors / headteachers.  You should not give friends or relatives as referees.

Please note that for all staff that handle cash, the names of three referees should be provided. For all other posts, please provide two (e.g. clerical, technical and manual posts).

                                                             Ref One                                                   Ref Two                                      Ref Three (if applicable)

	
	Name:
	
	
	

	
	Job Title / Position:
	
	
	

	
	Address:
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Post Code:
	
	
	

	
	Tel. No:
	
	
	

	
	Email Address:
	
	
	

	
	May we request a reference prior to interview?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	
	


	8.
	Supporting Information

	
	Please provide supporting information on a separate sheet, outlining any experience, skills and knowledge relevant to the post for which you are applying.  Any additional information should be firmly attached to this form, marked clearly with your name and job reference number and post title.  A CV will be acceptable.

	
	


	9.
	Data Protection Act 1998

	
	The information that you provide is subject to the protection of the Data Protection Act 1998, and will not be used for any alternative purpose without your consent.




	10.
	Declaration

	
	To the best of my knowledge and belief, the information contained in this form is accurate. I understand that giving false information, or failure to supply details, will invalidate an offer of employment, or lead to termination of employment. 

I agree to this information being used for legitimate purposes connected with recruitment and selection monitoring.

Please note that, in submitting this form, you have accepted these terms, and agree to this declaration. 



	
	Signed: 
	
	Date:
	


	11.
	Please Return the Completed Form to:  Adam Raybould: 

E-mail: adamraybould@driverstoday.co.uk

	
	Address: The Hawk Group, Charleston House, Cruckmoor Lane, Prees Green, Whitchurch, Shropshire, SY13 2BS

Receipt of paper applications will not be acknowledged.  If you have not been called for interview within eight weeks of the closing date, then this normally means that your application has been unsuccessful. 










