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APPLICATION FORM

Administration and Finance Officer
1 PERSONAL DETAILS.  

	Full Name:
	     

	Address:

Post Code:
	     
     

	Telephone

Home:

Work:

Mobile:
	     
     
     
     

	Email Address:


	     


2. GENERAL

	Do you hold a current driving licence? Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 
           Type: Full  FORMCHECKBOX 
 / provisional  FORMCHECKBOX 
 / UK  FORMCHECKBOX 
 



	

	Are there any adjustments that may be required to be made should you be invited for an interview?

     

	If so, please state here:      


	Are you aware of any medical condition that could affect your performance at work?

      Yes  FORMCHECKBOX 
 / No  FORMCHECKBOX 
    
If Yes please provide brief details       


REFEREES (Please indicate two people who can provide references – one of whom should be your present or most recent employer)

	Name:      

	Name:      

	Address:     

	Address:       

	Tel. No.       

	Tel. No.       

	Email:      

	Email:      

	Occupation:      

	Occupation:       

	I give FORMCHECKBOX 
 / do not give  FORMCHECKBOX 
 permission to take up my references prior to an offer of employment being made. (Delete clearly as appropriate)
	I give  FORMCHECKBOX 
 / do not give  FORMCHECKBOX 
 permission to take up my references prior to an offer of employment being made. (Delete clearly as appropriate)


	If appointed, when could you start work?

     
	How did you learn of this vacancy (name of newspaper, journal, website, etc)?

     


	Are there any restrictions to your residence in the UK which might affect your right to take up employment in the UK?   YES  FORMCHECKBOX 
 /  NO  FORMCHECKBOX 



	If yes, Please provide details:      


	If you are successful in your application, would you require a work permit prior to taking up employment?   YES  FORMCHECKBOX 
 /  NO  FORMCHECKBOX 
        



	Do you have any preference and / or restrictions of work pattern (to be discussed at interview? YES  FORMCHECKBOX 
 / NO  FORMCHECKBOX 
 

Details:      



Data Protection Statement

The information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment. The personal information that you give us will also be used in a confidential manner to help us monitor our recruitment process.

If you succeed in your application and take up employment with us the information will be used in the administration of your employment with us and to provide you with information about us or a third party via your payslip. We may also use the information if there is a complaint or legal challenge relevant to this recruitment process.

We may check the information collected, with third parties or with other information held by us. We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds, or in other ways as permitted by law.

By signing the application form we will be assuming that you agree to the processing of sensitive personal data, (as described above), in accordance with our registration with the Data Protection Commissioner.

I declare that the information I have given in this application is accurate and true. I understand that providing misleading or false information will disqualify me from appointment OR, if appointed, may result in my dismissal.

Signature:

Date:      
Please return completed form to:
chairman@scotsac.com or 

Andrew Murray, Scottish Sub-Aqua Club, Caledonia House, 
1 Redheughs Rigg, South Gyle, Edinburgh, EH12 9DQ

(Please mark the envelope Private and Confidential)
by noon Thursday 10th September 2009
Interviews will take place Monday 21st September 2009 in Edinburgh 
3 EMPLOYMENT HISTORY

Please give details of all jobs held including part time and unpaid work, starting with your current or most recent employer.

	Employer (Name and Full Address)
	Jobs Held / Key Achievements

Dates of Employment
	Reason for Leaving / Wanting to Leave

	     

	     
	     


4. EDUCATIONAL, TECHNICAL AND PROFESSIONAL QUALIFICATIONS

	Please name any institute or professional body in full and indicate attainment level

	     



5. PERSONAL DEVELOPMENT

	Personal Development (include any courses, memberships, voluntary work or responsibilities you consider relevant, with outcomes where applicable)

	     



6
COMPETENCIES

Please provide details of past experience and relevant experience against the categories on the person specification, to fully demonstrate your abilities and skills in each competency area. Please include any experiences you feel may be relevant, either work or personal based. Use additional pages if required. This information will be used to short list.

Qualifications and attainments
     
Work and other experience

     
Skills

     
Personal qualities
      


Please continue on a separate sheet if necessary, giving page number and title heading

Please continue on a separate sheet if necessary, giving page number and title heading


