
SECTION 1 – CONFIDENTIAL APPLICATION FOR EMPLOYMENT
Notes to assist in the completion of this application:
· Please ensure this form is completed in full, uncompleted forms will not be considered. It can be completed electronically (using Microsoft Word) or handwritten.
· We will shortlist with reference to the requirements set out in the person specification and competencies sections of the job description. 
· Please send your completed application to recruitment@goleudy.org.
 
Post applied for: Finance Manager
Available for employment (date): ___________________________
	Personal Details:

	Surname: ____________________________	Initials: ___________________________________

	D.O.B: ______________________________

	Address: _________________________________________________________________________

	Post Code: _________________________

	Telephone (Private): __________________	Telephone (Business): ______________________

	Mobile: ____________________________	Fax: _____________________________________

	E-mail: ___________________________________________________________________________

	NI. No: ______________________	Do you need a permit to work in the UK?: ________



	Transport:

	Do you have a full driving licence? _____________ (None, Provisional or Full)

	Have you any endorsements? Please give details:
__________________________________________________________________________________


	


	Personal Referees:

	These should not be members of your family. One should be your current or most recent employer. 
Goleudy will seek to obtain at least two written references covering the full 5-year period prior to recruitment, though the organisation reserves the right to contact any previous employer if it deems it necessary.

	Name: _______________________________
	Name: _______________________________

	Address:
_____________________________________
_____________________________________
	Address:
_____________________________________
_____________________________________

	Post Code: ____________________________
	Post Code: ____________________________

	Occupation: ___________________________
	Occupation: ___________________________

	Relationship to you: _____________________
	Relationship to you: _____________________

	Phone No: ____________________________
	Phone No: ____________________________

	Email: ________________________________
	Email: ________________________________



	Interests and Activities:

	Relevant activities which are not mentioned elsewhere including community/volunteer experience:
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________


Education:
	Secondary Schools
	Dates
From
	Dates
To
	Examination
Subject
	Examination
Level
	Examination
Result


(Click the + to add further lines)
	Further Education Establishments
	Type of Learning
	Dates
From
	Dates 
To
	
Qualifications


(Click the + to add further lines)
Employment History
Under Welsh National Assembly guidelines it is necessary for you to supply a complete employment history starting with the date you left school. 
If you require more space please add a separate sheet. Any gaps in employment must be accounted for. Please list in chronological order with the most recent/current first.
	
Current/Last Employer: ______________________
	
Type of Business: ___________________

	Address: ___________________________________________________________________________

	Post code: ___________________

	Post: ___________________
	Start Date: ______________
	Leaving Date: _____________

	Reason for Leaving: __________________________________________________________________

	Main Duties/Responsibilities: ___________________________________________________________


Previous Employment History 
	
Employer: ______________________
	
Type of Business: ____________________

	Address: ___________________________________________________________________________

	Post code: ___________________

	Post: ___________________
	Start Date: ______________
	Leaving Date: ______________

	Reason for Leaving: ___________________________________________________________________

	Main Duties/Responsibilities: ____________________________________________________________



	
Employer: ______________________
	
Type of Business: _____________________

	Address: ____________________________________________________________________________

	Post code: ___________________

	Post: ___________________
	Start Date: ______________
	Leaving Date: ______________

	Reason for Leaving: ___________________________________________________________________

	Main Duties/Responsibilities: ____________________________________________________________



	
Employer: ______________________
	
Type of Business: _____________________

	Address: ____________________________________________________________________________

	Post code: ___________________

	Post: ___________________
	Start Date: ______________
	Leaving Date: ______________

	Reason for Leaving: ___________________________________________________________________

	Main Duties/Responsibilities: ____________________________________________________________



Previous Employment History (continued)
	
Employer: ______________________
	
Type of Business: _____________________

	Address: ____________________________________________________________________________

	Post code: ___________________

	Post: ___________________
	Start Date: ______________
	Leaving Date: ______________

	Reason for Leaving: ___________________________________________________________________

	Main Duties/Responsibilities: ____________________________________________________________



	
Employer: ______________________
	
Type of Business: _____________________

	Address: ____________________________________________________________________________

	Post code: ___________________

	Post: ___________________
	Start Date: ______________
	Leaving Date: ______________

	Reason for Leaving: ___________________________________________________________________

	Main Duties/Responsibilities: ____________________________________________________________



	Gaps

	Please account for any gaps in your employment history (including career breaks, periods of unemployment etc.):
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________


	Key Role Specific Competencies:

	Please answer each question individually using examples and experience to aid your response where necessary. 
1. Why would you like to work for Goleudy and how will you contribute to our success?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
_________________________________________________________________________________
What would you measure to determine whether the Finance function was doing an effective job for the business?
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________


Why is an accurate budget important for a Charity like Goleudy? What makes a good budget?
__________________________________________________________________________________
___________________________________________________________________________________
__________________________________________________________________________________
___________________________________________________________________________________
__________________________________________________________________________________
___________________________________________________________________________________
__________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________


	2. Describe a time you had to prepare a report with a very tight deadline. What steps did you take to accomplish the task?
__________________________________________________________________________________
___________________________________________________________________________________
__________________________________________________________________________________
___________________________________________________________________________________
__________________________________________________________________________________
___________________________________________________________________________________
__________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________
__________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________

Additional information to demonstrate your suitability for the post:

___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________




	Declaration:

	I confirm that the information given on this application is, to the best of my knowledge, true and complete. I understand that any false or misleading statement may be sufficient cause for rejection or if employed, dismissal.

	Signed: _______________________________
	Date: _____________________________







Goleudy wants to meet the aims and commitments set out in its Equality policy. This includes not discriminating under the Equality Act 2010 and building an accurate picture of the make-up of our Volunteers in encouraging equality and diversity.
The organisation needs your help and co-operation to enable it to do this but filling in this form is voluntary.  You may, of course, decide not to answer one or any of these questions, but if you do respond, all information provided will be treated in the strictest confidence. The monitoring form does not form part of your application and will therefore be detached from it on receipt and stored separately. You can always email this form separately if you wish. 
	Gender

	Male □
	Female □
	Prefer not to say □



	Age

	16-24 □
	25-29 □
	[bookmark: OLE_LINK1]30-34 □
	35-39 □

	40-44 □
	45-49 □
	50-54 □
	55-59 □

	60-64 □
	65+ □
	Prefer not to say □
	



	Are you married or in a Civil partnership?

	Yes □
	No □
	Prefer not to say □
	



	What is your sexual orientation?

	Heterosexual □
	Gay Woman/Lesbian□
	Gay Man □
	Bisexual □

	Prefer not to say □      If other, please write in:



	
DO YOU CONSIDER YOURSELF TO BE DISABLED?
Section 6(1) of the Equality Act 2010 states that a person has a disability if:
a) The person has a physical or mental impairment, and
b)  The impairment has a substantial and long term adverse effect on the person’s ability to carry out normal day-to-day activities 

	Yes □
	No □
	Prefer not to say □
	

	What is the effect or impact of your disability or health condition on your ability to give your best at work? Please write in here:


The information in this form is for monitoring purposes only.  If you believe you need a “reasonable adjustment” then please discuss this with the HR Manager.  




	What is your religion or belief?

	Christian □ 
	Buddhist □
	Hindu □
	Jewish □

	Muslim □
	Sikh □
	No Religion or belief□
	Prefer not to say□

	Other □ 
(Please specify)
	
	
	




	What is your Ethnicity?
Ethnic Origin is not about nationality, place of birth or citizenship.  It is about the group to which you perceive you belong.  Please tick the appropriate box.


	White
	English □
	Scottish □
	Welsh □
	Irish □

	
	Northern Irish□
	  British □
	Gypsy or Irish Traveller □
	Prefer not to say

	
	Other □ (please specify) ……………………………………….

	

	Mixed/multiple ethnic groups
	White and Black Caribbean □
	White and Black African □

	
	White and Asian □
	Prefer not to say□

	
	Other mixed background □ 
(Please specify) …………………………………………………………….……………………

	

	Asian/Asian British 
	Indian □
	Pakistani □
	Bangladeshi □
	Chinese □

	
	Other Asian background □ 
(Please specify) …………………………………………………………….……………………

	

	Black/African/Caribbean/Black British
	Caribbean □
	African □

	
	Other Black background □ 

	Please specify…………………………………………………………..….

	

	

	

	Other ethnic group e.g. Arab □ Prefer not to say □
Any other ethnic group, please write in:

	



	Do you have any caring responsibilities? If yes, please tick all that apply 

	None □
	Primary Carer of a child/children (under 18) □
	Primary carer of disabled child/children □
	Primary care of disabled adult (18 and over) □

	Primary carer of older person □
	Secondary carer (another person carries out the main caring role) □ 
	Prefer not to say □



	APPLICATION FOR:

	
	Post applied for   
	

	

	
	Where did you hear about this position

	
	Where did you hear about Goleudy



For the purposes of compliance for the Data Protection Act 1998/2003, I hereby confirm that, by completing this form, I give my consent to the company processing the data supplied on this form for the purposes of equal opportunities monitoring only.

Signed: ............................................. ………….    	Name: ..........................................................................

Date: .................................................................
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