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APPLICATION FOR EMPLOYMENT (Confidential)

Parts A & B will be detached before your application is dispatched to managers for shortlisting
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Return to:


Human Resources


West Yorkshire Joint


Services


P.O. Box 5


Nepshaw Lane South


Morley


Leeds


LS27 0QP


Email: hr@wyjs.org.uk











Short listed?       Yes       No





Interview appointment:








Application Number:








For Office Use Only





IF NOT TYPEWRITTEN, PLEASE COMPLETE IN BLACK INK








Job Information








Section/Division:








Position Applied For:








Personal Details 									         Part A








First Name (s)/Other Names:








Family Name/Surname:








Previous Name (If Applicable):








Date of Birth:   ….  / …..  /19…….               Age: ……..


�
How would you like to be addressed in correspondence:





      MR	    MRS 	     MISS	     MS	     Other (Please State)


             


	


     My National Insurance Number Is:


�
�



Address for correspondence: 




















Post Code:





E-mail:


�



Telephone number where you can be contacted:





Home:





Work:





Mobile:





May We Contact You At Work:    YES	           NO





Are there any dates where it would be impossible for you to attend an interview?:


�
�

























































THE DETAILS GIVEN ON THIS FORM ARE CONFIDENTIAL AND WILL NOT BE SEEN BY THE SELECTION PANEL OR CONSIDERED IN ANY WAY DURING THE SHORTLISTING PROCESS. 





SECTIONS A & B OF THE APPLICATION FORM WILL BE DETACHED PRIOR TO SHORTLISTING.





As an Equal Rights employer West Yorkshire Joint Services seeks a workforce which reflects the community it serves and is committed to providing equality of access to employment and development opportunities for people from all parts of the community.





To ensure this policy is carried out effectively, we ask all applicants to provide the information requested on pages 2 & 3.  





Selection for appointment/promotion will be based only on merit and ability.





�
�



Please give details of any criminal convictions, or police cautions if applicable:











N.B. You may be asked to give details of any relevant convictions, which are not ‘spent’. In addition, West Yorkshire Joint Services (WYJS) may ask you to disclose any relevant cautions etc. that you have received in the last 12 months. Certain posts are exempt from the provisions of the Rehabilitation of Offenders Act 1974. In this case, job applicants must disclose all criminal convictions and cautions whether or not they are spent. If the post you have applied for comes within this category, it will be clearly indicated in the supporting information.


�
�




















































































REFERENCES





Please give name, address, position and relationship of two referees.  One of these should be your current or (if you are unemployed) most recent employer.  If you have not previously been employed give the name of a responsible person who knows you well, but not a relative.


�
�



Name:





Position in Company:





Name & Address of employer:




















Postcode:





Telephone Number:





e-mail:





Relationship to Applicant:








May we contact this referee before interview?





  YES		   NO 


�
.


Name:





Position in Company:





Address:




















Postcode:





Telephone Number:





e-mail:





Relationship to Applicant:








May we contact this referee before interview?


 


		YES		 NO�
�
JOB SHARING:





If this post is full-time and it has been advertised as being suitable for job-sharing, please tell us whether you are applying for a full-time post, a  job-share, or whether you would consider either:





Full-time                                            Job-share                                          Either





If you would like to job-share this post but are unsure as to whether this is possible please contact the service manager concerned. Applications from single job share applicants will be treated on their merits (see Guidance notes).�
�
Data Protection Act





I give my consent for the personal data contained within this Application Form to be processed for the purposes set out in the guidance notes to this application form.





Signature………………………………………………………………                             Date…../…../………


�
�
Do you have any relationships (personal/ business/ financial) with any Elected member(s) or Senior Officer(s) of WYJS and/or Constituent Authorities (Bradford, Leeds, Wakefield, Kirklees and Calderdale)?       





					Yes                   		   No


If Yes, please provide details:





NOTE: CANVASSING OF, OR FAILURE TO DISCLOSE RELATIONSHIP TO ANY COUNCILLOR OR SENIOR OFFICER OF WYJS OR THE CONSTITUENT LOCAL AUTHORITIES WILL DISQUALIFY CANDIDATE


.�
�
I declare that the information I have given in this application is correct to the best of my knowledge. I understand that if I am appointed and it is later discovered that I witheld, falsified or omitted relevant material facts that disciplinary action may be taken and I may be summarily dismissed.





Signature………………………………………………………………                             Date…../…../………


UNLESS APPLICANTS RECEIVE NOTICE WITHIN THREE WEEKS OF THE SPECIFIED CLOSING DATE, THEY SHOULD ASSUME THEY HAVE BEEN UNSUCCESSFUL. IN THE INTERESTS OF ECONOMY, INDIVIDUAL LETTERS MAY NOT ALWAYS BE SENT.


�
�






APPLICATION NO.:





QUALIFICATIONS OBTAINED – EDUCATIONAL & PROFESSIONAL�
�
Name of School/College/University�
Subject


�
Qualification/Level


�
Grade Obtained�
�



























�
�
�
�
�



�
�
�
�
�
�
QUALIFICATIONS CURRENTLY BEING TAKEN�
�
Name of School/College/University�
Subject�
Qualification/Level


�
Date Commenced &


Duration of Course�
�


















�
�
�
�
�



�
�
�
�
�
TRAINING COURSES ATTENDED OR CURRENTLY BEING TAKEN  (include any relevant short-courses)�
�
Title of Training Provider


�
Course/Qualifications


�
Duration


�
�












�
�
�
�



�
�
�
�
�
MEMBERSHIP OF PROFESSIONAL BODIES�
�
Name and Address of Professional Body


�
Grade of Membership


�
Membership Number


�
�



�
�
�
�



�
�
�
�
�
DRIVING LICENCE�
�



Do you possess a current UK Driving licence?      Yes   	       No	              Class? (HGV forklift etc)  ……………








Use of a Vehicle?  	                                          Yes                No


�
�
�
�
�
�






Education & Training				     				            Part C
































Employment History								              Part D








PRESENT OR MOST RECENT EMPLOYER�
�
Name & Address of employer:














�
�
Job Title


�
Date Started:�
�
Salary:


�
Notice Required:�
Date left�
�
State briefly your position within the organisation, main duties, responsibilities and skills acquired.  If you are no longer in this job, please state the reason for leaving








�
�
SUMMARY OF EMPLOYMENT


Include part-time and temporary posts.  Enter details of your most recent post first.  Use an additional sheets if necessary.


�
�
Period Employed�
Name of Employer, Address &  Nature of Business�
Job Held, Grade, Salary/Wage�
Reason for Leaving�
�
From Month/Yr�
To


Month/Yr�
�
�
�
�





































































�









�
�
�
�
�
Please explain any break in your continuity of employment.








�
�






Application of Knowledge, Experience and Skills 	                 Part E


You may attach extra sheets if necessary.      Please refer to ‘Guidance Notes on Filling in Application Form’








Knowledge


Please show you have the knowledge required in the Employee Specification. For example, knowledge may be acquired via training courses/university or by undertaking a certain role which has provided you with transferable, vocational knowledge








Experience


Please show you have the experience required in the Employee Specification. This may include experience of dealing with customers, filing reports or managing others etc.








Skills


Please show you have the skills required in the Employee Specification. Skills are abilities you are proficient at. This may be transferable/applicable to the post. For example you may be a skilled typist or illustrator/planner.








Additional Information                                                                 Part F


This is your opportunity to tell us about yourself and why you are applying for this post.  Take care to explain what you have done outside work as well as in the workplace, and explain how it is relevant to this post.  You may attach extra sheets if necessary.    Please refer to ‘Guidance Notes on Filling in Application Form’














Marital Status  (Please tick)


1. Civil Partnership  �           2.  Divorced  �           3. Married  �           4. Separated  �            5. Single  �          6. Widowed  �








Date of birth 





Age:








Gender:                             (Male/Female)











Section/Division:








Position Applied For:








Recruitment Monitoring Form								Part B




















Disability


The Disability Discrimination Act (1995) defines disability as a ‘physical or mental impairment, which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day activities’.  You no longer have to be registered disabled.





Do you consider yourself to have a disability? 			Yes                       No





If ‘Yes’, please state what adjustments you consider may be necessary in the recruitment process to take account of your disability?  Are there any arrangements we can make for you if you are invited for interview?  Please specify, e.g. the provision of an accessible interview location or an interpreter etc














West Yorkshire Joint Services is committed to interviewing all disabled applicants who meet the minimum essential criteria













































































Sexual Orientation: Please tick one of the boxes below





�          1. Bisexual      	 � 	2. Gay





�	3. Heterosexual        �	4. Lesbian








Religion: 	       Please tick one of the boxes below





�	1. Buddhist	� 	2. Christian








�	3. Hindu		�	4. Jewish





�	5. Muslim		�	6. Sikh





�	7. No religion	�	8. Any other religion – Please specify _______________________________________








Where Did You See this Post Advertised?





Council publication (Vacancies etc.)			Local Press





National Press			WYJS website





Jobsgopublic Website			Other Website


					Please Specify below:





  Radio		      Other Publication


							    Please Specify below


    


Other Media 			


Please Specify:             		……………………………………………..







































































�





Incorporating:





�      �    �       �








�     �         �  �





		�                                          �





Description of Ethnic Origin


People in Britain belong to a wide variety of cultures and communities.  Ethnic origin refers to the cultural group in society to which a person feels they belong.





Under the categories ‘Any Other..’ persons who wish to distinguish their origins more specifically may do so.





The category ‘Any Other Group’ can be used by people whose ethnic origin is not covered elsewhere and by persons of mixed descent.





I would describe my Ethnic Origin as (Circle as Appropriate or ‘bold’ if completing on a PC):





White							Black or Black British


		1. British						11. Caribbean


2. Irish							12. African


3. Any Other White Background				13. Any other black background





Mixed							Chinese or Other Ethnic Group


	4. White/Black Caribbean				14. Chinese


5. White/Black African					15. Any other Chinese background


6. Any Other Mixed Descent	





Asian or Asian British				             Please Specify ‘Any Other..’ (Numbers 3, 6, 10, 


7. Indian				    13 or 15)


8. Pakistani


9. Bangladeshi


10. Any other Asian background
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