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		The HR Officer

Head Office, 
Citizens Advice Camden, 
88-91 Troutbeck, Albany Street, 
London. NW1 4EJ

email: recruitment@camdencabservice.org.uk


	APPLICATION FOR EMPLOYMENT
CONFIDENTIAL


	_______________________________________________________________________

Please complete this form on screen. Save and return your completed application via email to:
recruitment@camdencabservice.org.uk

If you prefer to submit a handwritten application, please contact us and we will send out an alternative version. 

We wish to ensure that comparison between applicants is fair and in line with the Citizens Advice Camden Equal Opportunities policies.  The information you provide on this form is the only information we will use in deciding whether you will be shortlisted for an interview.  It is therefore essential that you complete the form fully and that you clearly demonstrate how you meet each point on the person specification.  Please note that CVs are not accepted.

______________________________________________________________________
Position applied for:
     
First name:
     
Surname:
     
Address: 
     

     


Postcode:
     
Phone No (Home):
      
Work:
     
Mobile:
     
email:
     
When would you be available to take up the post?      
Please refer to the advert for the interview date.  Are you available on this date?     Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 




EDUCATION AND TRAINING

Please list any education and/or training (including short courses) that you have undertaken:

	Dates
	Education/Courses/Training
	Qualifications

	     
	     
	     


	     
	     
	     


	     
	     
	     


	     
	     
	     


	     
	     
	     


	     
	     
	     



REFERENCES

Please give below the name and address of two referees who can comment on your suitability for the post.  These should not include relatives or purely personal friends.  If you have been employed we would normally seek a reference from your present or most recent employer.

First Referee
Name:  
      

Position held:
      

Organisation:
     
Address: 
     
Phone No: 
      
Email: 
     
Relationship:
     
Second Referee

Name: 
     
Position held:
     
Organisation:

     
Address:

     
Phone No:

     
Email:
     
Relationship:

     
References will be taken up for applicants who are shortlisted for interview.  Please tick box if you do not wish us to take up references before interview.    FORMCHECKBOX 

	PAID AND/OR UNPAID WORK EXPERIENCE

Please include your current/previous employment (including job training schemes), voluntary work, community activities, school placements, time caring for dependants etc.  Please put in date order, starting with the most recent

Date               
Name of Employer / Organisation 

Job Title and Nature of Work

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
SUPPORTING INFORMATION

In this section we would like you to give specific information in support of your application, Taking each point of the person specification, demonstrate how you have all the necessary skills and abilities. As you type more space will become available, however your statement should be limited to no more than 2 sides of A4.
     



	Criminal convictions 


	Do you have any convictions, cautions, reprimands or final warnings that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)? The amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers, and cannot be taken into account.
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 



	If YES please provide details of the offence and the date of conviction.

     


	Having a criminal record will not necessarily bar you from working for Citizens Advice Camden – much will depend on the type of job you have applied for and the background and circumstances of your offence.  

For some posts, an offer of employment will be subject to a DBS check.   If this applies to the post for which you are applying, this will be noted in the application pack.

Please see Guidance Notes for further details


	Declaration

	Data Protection Statement: I consent to this information being processed and stored for the purpose of recruitment and selection at Citizens Advice Camden, and if appointed, for the purposes of employment at Citizens Advice Camden.
I confirm that to the best of my knowledge, the information I have provided on this application form is true and correct.  I understand that if appointed on the basis of false information contained in this form, I may be summarily dismissed. 



	If you are sending your application form by e-mail, please mark this box  FORMCHECKBOX 

(as a substitute for your signature) to confirm that you agree to the above declaration. 



	Signed:      
	Dated:      


Please return this form by the advertised deadline.
Equal Opportunities Monitoring

Citizens Advice Camden operates a policy of equal opportunities for employment.  

To assist us in monitoring this policy and for that purpose only, would you please provide the information below and return this slip with your application form.

This information will be treated as confidential and will be separated on receipt of your application and before consideration of candidates takes place.

Position applied for: 
     
For sections 1-4 place an X in the appropriate box
1. I would describe my ethnic origins as –
	Asian/Asian British

	Indian  
	 FORMCHECKBOX 

	Pakistani  
	 FORMCHECKBOX 


	Bangladeshi  
	 FORMCHECKBOX 

	Chinese  
	 FORMCHECKBOX 


	Any other Asian background      Please state: 

	

	Black/African/Caribbean/Black British

	African  
	 FORMCHECKBOX 

	Caribbean  
	 FORMCHECKBOX 


	Any other Black/African/Caribbean background  FORMCHECKBOX 
  Please state:      

	

	Mixed/multiple ethnic groups

	White and Black Caribbean  
	 FORMCHECKBOX 

	White and Black African  
	 FORMCHECKBOX 


	White and Asian  
	 FORMCHECKBOX 

	
	

	Any other mixed background  FORMCHECKBOX 
      Please state:      


	

	Other ethnic group

	Arab  
	 FORMCHECKBOX 


	Any other ethnic group   FORMCHECKBOX 
              Please state:      

	

	White

	English  
	 FORMCHECKBOX 

	Welsh  
	 FORMCHECKBOX 


	Northern Irish  
	 FORMCHECKBOX 

	Irish       
	 FORMCHECKBOX 


	Scottish  
	 FORMCHECKBOX 

	Gypsy or Irish Traveller  
	 FORMCHECKBOX 


	Other white background   FORMCHECKBOX 
            Please state:      

	

	Prefer not to say  FORMCHECKBOX 



	
	
	
	


2. Age

	16-24   FORMCHECKBOX 

	25-29   FORMCHECKBOX 

	30-34   FORMCHECKBOX 

	35-39   FORMCHECKBOX 

	40-44   FORMCHECKBOX 


	45-49   FORMCHECKBOX 

	50-54   FORMCHECKBOX 

	55-59   FORMCHECKBOX 

	60-64   FORMCHECKBOX 

	65+       FORMCHECKBOX 


	Prefer not to say   FORMCHECKBOX 

	


3. I have a disability:  FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No
     FORMCHECKBOX 
Prefer not to say
4. My gender is:  FORMCHECKBOX 
 Female
 FORMCHECKBOX 
 Male
5. Where did you hear about this vacancy?      
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