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Employment Application Form

Please do not substitute this application form with a CV
VACANCY INFORMATION
	Reference number:
	

	Job title:
	

	How did you hear about this vacancy?
	


PERSONAL DETAILS
	First name(s):
	

	Surname:
	

	Preferred name:
	

	Home/Permanent address:
	

	

	

	

	Town/City:
	

	Postcode:
	


CONTACT DETAILS

	Home:
	
	Daytime:
	

	Mobile:
	
	E-mail:
	


ADDRESS FOR CORRESPONDENCE 
If different from home/permanent address above
	Address:
	

	

	

	

	Town/City:
	

	Postcode:
	


EMPLOYMENT HISTORY

Please give details of your career history, starting with your current or most recent employer
PRESENT/MOST RECENT POSITION

	Job title:
	

	Name of employer:
	

	Contact details:
	

	

	Employment period:
	

	Present/Most recent earnings:
	

	Brief description of duties and responsibilities:
	

	


PREVIOUS EMPLOYMENT
	Name and contact details of employers:
	Employment 

periods:
	Job title and brief description of duties and responsibilities:

	
	
	


Please continue on a separate sheet, if necessary.  Please put your full name and title of the post you are applying for on any additional sheets.
QUALIFICATIONS & EDUCATION
TECHNICAL/PROFESSIONAL QUALIFICATIONS

Please provide details of any technical or professional qualifications you hold
	Establishment
	Qualifications gained (Subjects and grade obtained)

	
	


EDUCATION
Please provide details of your educational achievements
	Establishment
	Qualifications gained (Subjects and grade obtained)

	
	


Please continue on a separate sheet, if necessary.  Please put your full name and title of the post you are applying for on any additional sheets.
TIME UNACCOUNTED FOR
Please give details of any time not accounted for elsewhere on this form

	


PERSONAL DEVELOPMENT

Please provide details of any courses, professional memberships, voluntary work or other responsibilities you consider relevant.

	


SELECTION CRITERIA
QUALIFICATIONS, EXPERIENCE, KNOWLEDGE & SKILLS
Please use this space to evidence how your qualifications, experience, knowledge and skills meet those required for the role as set out in the person specification. This may include examples of previous employment that directly relates to the selection criteria. Please also add any additional information about yourself which you consider further demonstrates your suitability for the role and state why you are interested in joining the Office of Fair Trading. 

	


	


Please continue on a separate sheet, if necessary.  Please put your full name and title of the post you are applying for on any additional sheets.

REFEREES

References need to cover the last three years. The first should be your current or most recent employer. If this employment does not cover the last three years, please provide references to cover the whole period. If you have been in full-time education during the three year period, one of your referees should be from the relevant academic institution/s.

PRESENT OR MOST RECENT EMPLOYER
	Name:
	

	Organisation:
	

	Email address:
	

	Phone:
	

	Address:
	

	Postcode:
	

	Employment period:
	


OTHER EMPLOYER
	Name:
	

	Organisation:
	

	Email address:
	

	Phone:
	

	Address:
	

	Postcode:
	

	Employment period:
	


OTHER EMPLOYER
	Name:
	

	Organisation:
	

	Email address:
	

	Phone:
	

	Address:
	

	Postcode:
	

	Employment period:
	


PERSONAL REFEREE
You may also provide the name and contact details of a personal referee, particularly if you only have supplied the name of one referee above.
	Name:
	

	Email address:
	

	Phone:
	

	Address:
	

	Postcode:
	

	Relationship:
	


	May we approach your referees prior to an offer of employment?
	  YES / NO


Any employment offer will be subject to satisfactory references.

AVAILABILITY/INTERVIEW ARRANGEMENTS
Please identify any periods/dates over the next 6 to 8 weeks during which you would be unavailable for interview.

If you are successful, when would you be able to take up employment with the OFT? (Please include any notice period from current employer)

DATA PROTECTION STATEMENT
The information you provide on this form will be used to process your application for employment. Personal information that you give us will also be used in a confidential manner to help us monitor our recruitment and selection process. If you succeed in your application and take up employment with us, the information will be used in the administration of your employment.  
To progress this application we may need to disclose information received from you to others (including other public bodies and other central government departments). Information (including personal data) may also be released on request, including under The Code of Practice on Access to Government Information and The Freedom of Information Act 2000
.

By signing the application form and this declaration we will be assuming that you understand that the data you have provided will be processed as detailed above and give your permission for your details to be retained.

Note – Please note that a refusal to provide any of the information requested in this application form may be taken into account in any subsequent employment decision.

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


Date: 
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