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	APPLICATION FOR EMPLOYMENT

Please complete in black ink and BLOCK CAPITALS
PRIVATE AND CONFIDENTIAL  


	Position applied for:
	


How and when did you hear of this vacancy?  …………………………………………………………………………………..

A. PERSONAL DETAILS

	Full name: Mr/Ms/Mrs/Miss
	Marital Status:

	Address:

Postcode:
	Home telephone Number:

	
	Daytime telephone Number:

	
	Mobile telephone Number:

	
	(Tick box if you do not wish to be contacted at work)
	
	

	Date of Birth:
	

	
	Nationality:

	N.I. Number:
	

	
	Do you need a work permit to take up employment in the UK?

(Please provide copy if Yes)
	Yes/No

	Email address:
	
	


B. EDUCATION AND QUALIFICATIONS

SCHOOL QUALIFICATIONS: Please give details of examinations attempted, including any examinations failed. (Continue on separate sheet if necessary)

	Names(s) and Address(es) of School(s)/College(s)
	Dates
	Subjects/Courses

studied & Level
	Examination Result /Grade (include any examinations failed)

	
	From
	To
	
	

	
	
	
	
	


FURTHER & HIGHER EDUCATION: Please give details of all further and higher education since leaving school.

	University/College/Institute attended
	Dates
	Subjects studied
	Qualifications obtained

	
	From
	To
	
	

	
	
	
	
	


C. TRAINING

TRAINING COURSES: Please give details of any training courses you have completed which may be relevant to the position applied for. Include computer skills, technical courses and compliance training.

	Subject or type of course
	Approximate date(s)
	Level (e.g. introductory, intermediate or advanced)
	Training provider (if known)

	
	
	
	


D. EMPLOYMENT HISTORY

Please list all the companies/organisations for which you have worked during the last 10 years, starting with the most recent. (Continue on separate sheet if necessary).

	Names(s) and Address(es) of Employer(s)
	Dates
	Position held/

Main duties
	Leaving salary
	Reason for leaving

	
	From
	To
	
	
	

	
	
	
	
	
	

	Please give details of any other experience, skill or achievements which you feel may be relevant to your application for this job. (Continue on separate sheet if necessary)

	Please give details of any insurance software packages used (e.g Sirius, Mysys/Open GI) and level of skill attained (basic, intermediate, advanced).

	Please give details of any other software packages used (Word, Excel, Sage) and level of skill attained (basic, intermediate, advanced).


	PROFESSIONAL ASSOCIATIONS: Please state whether you are a member of any technical or professional association, and if so, which:


E. HEALTH

	Are you in good health?

If no, please provide further information:
	Yes/No



	Have you ever suffered from any serious illness or had any major operation?

If yes, please give details:
	Yes/No



	Are you prepared to undergo a medical examination prior to employment?
	Yes/No


F. SUPPLEMENTAL INFORMATION

	Have you ever been convicted of any offence (which is not a spent conviction under the Rehabilitation of Offenders Legislation)? If yes, give details below.
	Yes/No

	Are you, or have you ever been, the subject of any bankruptcy proceedings? 

If yes, give details below.
	Yes/No

	Have you ever been disqualified from performance of professional duties?

If yes, please give further information:
	

	What dates, if any,  are you not available for interview?
	

	Please give dates of any holidays you have already arranged:
	Yes/No

	Are you subject to any restraints (for example with regard to clients) in your current or future employment? If yes, please give further information:
	Yes/No

	Do you have any commitments that might limit your working hours?

If yes, please give details:
	Yes/No

	Are you willing to work overtime and weekends when required? If no, give details of any constraints:
	Yes/No

	Salary range expected: £
	

	How much notice are you required to give your present employment?
	

	Have you ever worked for us before?

If yes, state when and give details of reason for leaving:
	Yes/No

	Please state your interests, sports, hobbies etc.
	

	Do you have a current full driving licence?
	Yes/No

	Does your licence have any indorsements?

If yes, please give further information:
	Yes/No


G. REFERENCES

PLEASE GIVE THE NAMES AND ADDRESSES OF TWO REFEREES WHOM WE CAN APPROACH FOR A CONFIDENTIAL ASSESSMENT OF YOUR SUITABILITY FOR THIS JOB. One of these must be your current (or last) employer. If you have changed jobs in the last 12 months, the second referee must be your previous employer.

When can we approach your most recent employer?

	First Referee

Name, Position, Company Address and Telephone No.
	Second Referee

Name, Position, Company Address and Telephone No.

	
	


	DECLARATION OF APPLICANT

I certify that the information on this form is, to the best of my knowledge, true and complete. Any false statement may be sufficient cause for rejection or, if employed, dismissal.

I consent to the company recording my data and disclosing information contained on this form to third parties in order to assess this application, any subsequent employment and any matter relating to that employment. I also consent to the company contacting my present and/or previous employer or work experience provider for a reference.

Signed ………………………………………………………………   Date ……………………………………………………
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