	SNOOP

(Special Needs Objective Outreach Project)

Registered Charity No: 1115566

Co. Ltd by Guarantee (without shares) No. 4052692

APPLICATION FOR EMPLOYMENT

(Confidential)

SNOOP,

 NEWLANDS HOUSE ONE, 

INSPIRE BRADFORD BUSINESS PARK.

NEWLANDS WAY

BRADFORD

BD10 OJE




	JOB TITLE: Finance Officer

	To be returned to: Carol Beardmore

	Telephone No: 01274 292126

	Closing Date  01/09/23


IMPORTANT NOTICE

Thank you for requesting an application form for the above post:  Please read the following notes before completing the form.

Please:

· Read ALL the enclosed information, particularly the Job Description and Personnel Specification, before completing this form

· Give all the information you can about yourself and tell us why you think you are suitable for the job; please show us how you fulfil the requirements of the Personnel Specification

· Complete the monitoring information

· Use separate sheets for additional information, labelling each with your name

· Return to the address show above, on or before the closing date.

	Your Full Name and Address:                              Tel No.

(Please print in block capitals)                              

                                                                             Day:

                                                                             Evening:

                                                                             How do you wish to be

                                                                              Addressed in correspondence?

                                                                             Mr/Mrs/Miss/Ms or full name                          


REFERENCES

Please give names and addresses of two references who know you well enough to comment on your suitability for the post.  One of them must be your present or most recent employer.  If you have not been employed, give the name of a responsible person who you know well but is not a relative.

Give your former name if different from that above to ensure we are asking for the correct reference _____________________________________________

	Name and Job Title of Referee
	Address of Contact

Email address
	May we approach them prior to interview?

	1

Tel:


	
	Yes / No



	2

Tel:


	
	Yes/No




EDUCATION

Please give details of your education and qualifications.  Please note that if you are appointed to a post where qualifications are essential, you may be asked, before your appointment is confirmed, to present the original copies issued by examining bodies (photocopies will not be acceptable).

	Qualification

Details


	Results /

Grades 

attained
	Where 

Attained
	Full time / Part

Time/

Correspondence
	Date 

attained




TRAINING AND DEVELOPMENT

List  all relevant and training courses undertaken, including practical, in-house, commercial and special training course.  Include any apprenticeships, training schemes, evening classes and adult education.

	Course and

Training Details
	Results/Grades obtained
	Where

Obtained
	Training from
	Training To

	
	
	
	
	


	Do You have a current driving licence?


	Please State Type:


CURRENT (or most recent) EMPLOYMENT

	Employer’s name 

And address
	Position Held
	Dates 

From:         To:
	Reason for 

Wishing to leave

	
	
	
	

	Daytime telephone number
	Salary/Wage
	Hours per week
	Length of Notice?

	
	
	
	

	Duties and

Responsibilities


	
	
	


PREVIOUS EMPLOYMENT Please show fulltime or part time hours in each case

	Employers Name & Address
	Position

held
	Full or Part time
	Salary/wage
	Date From
	Date 

To
	Reason for leaving



	
	
	
	
	
	
	


Under the requirements of the Asylum and Immigration Act, are you currently eligible to work in the UK?





YES / NO

HEALTH

	Are you aware of any aspect of your health, which could affect your ability to undertake this job?                                            YES / NO



	


ADDITIONAL INFORMATION

Use this space below and overleaf to show you have the skills, knowledge and experience to do the job (as described on the Job Description and personnel Specification).  You may also wish to include details of home-based work, within the community or with voluntary groups and your leisure interests to support your application.  (Use additional sheets if necessary).

	


	I DECLARE THAT THE INFORMATION I HAVE GIVEN IN THIS APPLICATION IS CORRECT TO THE BEST OF MY KNOWLEDGE.

NOTE: The withholding, falsification or omitting of relevant information by a successful candidate is grounds for disciplinary action being taken.

Signed:                                                                Date:

How did you learn of this vacancy?




EQUAL OPPORTUNITIES MONITORING FORM

As an Equal Rights employer SNOOP seeks a workforce that reflects the community it serves and is committed to providing equality of access of employment and development opportunities for people from all parts of the community.  All applications will be treated on merit.

To ensure this policy is carried out effectively, we ask all applicants to provide information requested on this page.  It will be used only for administrative and monitoring purposes and will be confidential and not used to discriminate in favour or against any individual applicant.

ETHNIC CLASSIFICATION

I would describe myself as:

	White
	Black-Caribbean

	Black African
	Black – Other

	Indian
	Pakistani

	Bangladeshi
	Chinese

	Other (Please specify)
	


NOTE:
These categories have been recommended to employers by the Commission for Racial Equality, and are being collected to help SNOOP monitor the effects of its equal opportunities policy.

Please only use the ‘Other – please specify’ classification where you do not feel that any of the categories shown describe your ethnic origin.

DISABILITY

	SNOOP has adopted a positive approach to the Disability Discrimination Act (1995).

Do your consider yourself to have a disability?                YES / NO

Are there any arrangements you would like SNOOP to make if you are interviewed?                                                                     YES / NO

NOTE:  It is our policy to interview all people with disabilities who meet the essential short listing requirements of the post.  The Job Description and personnel Specification show the requirements for the post.  If you need further information or clarification on these job requirements please contact the address below NEWLANDS HOUSE ONE, INSPIRE BUSINESS PARK, NEWLANDS WAY, ECCLESHILL, BRADFORD, BD10 0JE
Tel: 01274 292128
All staff are required to undergo an enhanced Disclosure CRB.


RECRUITMENT – CONFIDENTIAL

Declaration of Criminal Convictions

This will only be read after interview and only if we are considering offering you the post. Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974? (Y/N)?

Do you have any adult cautions (simple or conditional) or spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020? (Y/N)?”

The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account
Have you ever been convicted of a criminal offence?  (You do not  need to disclose convictions deemed as spent under the Rehabilitation of Offenders Act 1974)

YES / NO
(Please circle as appropriate)

If yes please details of offences, sentences and dates

Are you due to appear in court for a criminal matter?

YES / NO
(Please circle as appropriate)

If yes, please give brief details.

Signed _____________________________________

Name   _________________________                   Date  ___________________

Please place this form in the envelope marked “confidential” and hand it to a member of the interview panel.  If the panel members are considering offering the position they will open the envelope and read this form.  Otherwise it will be destroyed unopened.  If you have answered “yes”  to a question above, you may be invited to discuss what you have told us depending on the post you have applied for or your answers on this form.   All staff are  required to complete an “enhanced disclosure” from the Criminal Records Bureau.

