
APPLICATION FORM FOR THE POST OF
Personal Assistant
Job Reference: CAS/BaNES/181018
This application needs to be fully completed and returned to info@compassindependentliving.org.uk
Please note: Compass Independent Living is acting on behalf of a third party and will not be your employer or be liable for any issues arising out of your employment should you be offered employment.

Your personal information will be held and used in accordance with the Data Protection Regulations 2018. The information you have provided will be forwarded to the third party for whom we are acting and will be used to contact you in association with this job application only. It will not be used for any other purpose or shared with anyone else outside of the organisation.

PERSONAL DETAILS:

Full Name:

Address:

Postcode:
Email address:
Telephone number:

Daytime:



Evening:

N.I. number (or work permit no):

If you do not have a N.I number please give a brief explanation why:

EMPLOYMENT HISTORY

Please complete the table below starting with your most recent employment, please detail any gaps in employment and continue on a separate sheet if necessary
	Dates Employed (From/To)
	Job Title
	Employer
	Brief Description of Duties

	
	
	
	


EDUCATION OR TRAINING 

Please give details of any education or training relevant to the post applied for. Please Include dates, qualifications and places of training, if relevant

SKILLS AND EXPERIENCE 

Please give details of any skills or experience you have that may help you to fulfill the job role. Please Include any relevant personal experiences, skills or experience gained from voluntary work or hobbies, along with any relevant job related skills and experience 

WHY ARE YOU APPLYING FOR THIS JOB?

Please give any further information that you feel may support your application

REFERENCES

Please provide the names and contact details of two people who would be able to give you a reference. At least one should  be a previous employer, tutor, or other professional person)

	1.
	2.

	Name


	
	Name


	

	Capacity in which known (I.e. Employer, Tutor, Vicar etc)
	
	Capacity in which known (I.e. Employer, Tutor, Vicar etc)
	

	Address
	
	Address


	

	Telephone Number


	
	Telephone Number


	

	Fax Number (if known)


	
	Fax Number (if known)


	

	Email Address 

(if known)
	
	Email Address

(if known)
	


Can we take up these references before interview? YES / NO


Where did you see the job advertised?  __________________________________________

DECLARATION

I understand that to knowingly give false information or to omit information will be considered as a breach of trust and could result in my dismissal at any time in the future. I declare that the information I have given on this form is correct.

SIGNED:                                                                                  DATE:

SAFEGUARDING CHILDREN AND VULNERABLE ADULTS


Due to the nature of the work involved, employment for this post may be subject to an Enhanced Disclosure that will be made through the Criminal Records Bureau. The application for Disclosure will be made when the successful candidate accepts the provisional offer of employment.





Do you have any current convictions?    Yes     /    No





If yes, please give details below:





If you answer ‘YES’ it will not automatically rule you out of the selection process. You will have the opportunity of fully discussing the circumstances if invited for an interview.
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