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Description automatically generated]Job Application form

Applicants are shortlisted for interview based on the information supplied in the application form.  It is therefore important that you provide all information relevant to the job. 
Please type inside the blue boxes, they will expand as you type. You may find it useful to read the guidance notes below on the Recruitment and Selection process.   

	Post Title: Chief Executive Officer

	How did you hear about this vacancy:      



	PERSONAL DETAILS

	Title (e.g., Mr, Ms, Mrs, Miss):      	First Name:      

	Surname/Family Name:       
	Preferred Pronouns:      

	Address:     

	Post Code:     

	Tel. (home):     
	Tel. (mobile):     

	Tel. (work):     
	May we contact you at work?      

	E-mail:      

	Preferred method of contact:
Letter |_|
	Email |_|
	Phone |_|


	Full, clean, driving licence
	Yes |_|
	No |_|

	Access to vehicle?  
	Yes |_|
	No |_|



	ELIGIBILITY TO WORK IN THE UK

	The Asylum, Immigration and Nationality Act 2006 makes it a criminal offence for employers to employ a person who is not entitled to work in the UK.  In compliance with this SHARe Knowsley asks prospective employees to produce relevant documentation.  Please see Information Sheet for Job Applicants enclosed with your application pack. Successful applicants must provide relevant documentation before employment commences.

	Are you eligible to work in the UK? 
	Yes |_|
	No |_|



	EDUCATION

	Please tell us about your education and qualifications that are relevant to the post, including qualifications gained overseas.  Include courses you are currently undertaking.

	Subject
	Level/Qualification and date gained
	Institution where gained

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     



	TRAINING AND OTHER RELEVANT EXPERIENCE

	Please give details of any training you have received or courses which did not lead to a qualification but which you feel are relevant to the post.  This can include formal and informal, in-house and external training.   

	     



	EMPLOYMENT HISTORY

	[bookmark: Text41]Name of current/most recent employer:     

	[bookmark: Text42]Address:      

	[bookmark: Text43]Job Title:      

	[bookmark: Text44]Salary:      
	[bookmark: Text45]Employed from:      
	[bookmark: Text46]To:      

	Brief description of duties and purpose of the job:      

	[bookmark: Text48]Notice period if applicable:      



	Name of Employer/Organisation:        

	Address:      

	Job Title:       
	Employed from:      
	To:      

	Brief description of duties:       

	Reason for leaving:      



	Name of Employer/Organisation:        

	Address:      

	Job Title:      
	Employed from:      
	To:      

	Brief description of duties:       

	Reason for leaving:      



	Name of Employer/Organisation:        

	Address:      

	Job Title:      
	Employed from:      
	To:      

	Brief description of duties:       

	Reason for leaving:      



	

PERSONAL STATEMENT

	After reading the job description and person specification please complete this section.  By using relevant and specific examples, please demonstrate how you meet the criteria set out in the Person Specification. Invitation to interview for the position will depend on how well you meet the criteria.  Please refer to the Recruitment and Selection guidance notes below.
Example prompts
· Motivation for applying to the Charity
· Alignment of values with the Charity’s Mission
· Why you are the right fit for this role
Feel free to use these prompts in addition to the criteria listed in the Person Specification to guide your writing and tailor your personal statement to highlight your unique experiences and qualifications.

	     









	REHABILITATION OF OFFENDERS ACT 

	The Rehabilitation of Offenders Act 1974 requires job applicants to give details of any unspent criminal offences. Successful applicants will be subject to police checks as the job involves working with vulnerable people. If you disclose a conviction, you will not necessarily, be barred from employment. We will only consider convictions that affect the nature of the post applied for.


	Have you any unspent criminal convictions or cautions?
	Yes |_|
	No |_|

	If YES please give brief details, (the nature of the offence; place and date of judgement; sentence).
     

	STATEMENT ON POTENTIAL CONFLICTS OF INTEREST

	In accordance with our Conflicts of Interest policy, SHARe Knowsley is committed to the importance of maintaining transparency and integrity within the organisation, including our recruitment process.
As an applicant for this position you must disclose if you have any close personal connections to any current staff, trustees or funders, that may influence the recruitment process. Failure to do so, could affect your application or if you were appointed, we would reserve the right to terminate your appointment.
By checking the box, you agree to the following statement: I have no connections: personal, financial, or other interests that may influence the selection process for this post. 
I agree  |_|
If you do have any potential conflicts of interest, please list them below.
     




	
REFERENCES

	
All appointments are subject to the receipt of 2 satisfactory references to SHARe Knowsley.
Please give names, addresses and telephone numbers of persons, from your last 2 employers, who can confirm your suitability for this position. References need to cover a minimum of 2 years of employment. This will usually be your present or most recent employer (paid or voluntary work). Relatives or partners are not acceptable as work referees.


	First Referee
	Second Referee

	Name:     
	Name:     

	Position:     
	Position:     

	Organisation:     
	Organisation:     

	Address:     
	Address:     

	Telephone:     
	Telephone:     

	Email:     
	Email:     

	How is referee known to you?     
	How is referee known to you?     


	Can we contact them prior to interview?     
	Can we contact them prior to interview?     

	If you were offered this position, how soon would you be available to start?     



	I certify that the information given on this form is correct to the best of my knowledge and I consent to SHARe Knowsley checking any information provided.  If a false or misleading statement is found, I understand that my employment may be terminated without notice.

	Signed      

	Date      

	All posts for SHARe Knowsley require an understanding of the needs of refugees and issues facing ethnic minorities in the U.K.  In addition, we require a strong personal commitment to equal opportunities from all our employees.



Please complete the form and email it to: admin@shareknowsley.org.uk, stating the Job Title you are applying for in the Subject line of your email. The closing date is 23rd December 2024.



[bookmark: _Hlk183167508]Recruitment and Selection at SHARe Knowsley
Completing your application
Please read the following carefully before completing your application form
1. Selecting the best person for the job
As part of SHARe Knowsley’s commitment to equal opportunities all applicants are treated fairly throughout the recruitment process.

It is vital that you take care to complete the application form as fully as possible.  The information in it will guide us in considering whether you have the right skills and/or experience for the job.  We cannot make assumptions about your experience or skills – please spell them out.

2. Job description and person specification
The job description describes the duties of the job.  It sets out the range of responsibilities and tasks.

The person specification describes the person we are looking for by describing the experience, skills and abilities needed to do the job.  We will be looking at your application form to see how you fit the person specification – the extent to which you have the relevant skills and experience.

You need to consider:
· is the job description one you are interested in?
· do you think you have the skills and experience to apply for the vacancy?
· can you demonstrate this in your application?

3. The application form
	
i) Personal Details
Make sure that your contact details (name, address and post code, email address and telephone number/s) are clearly written or typed. If your details change after sending in your form please let us know as soon as possible.

Other personal details will not be used as part of the selection process unless there is a Genuine Occupation Qualification (GOQ) which applies to the post. For example, if a post requires that a woman be appointed. A small number of jobs can be specified as requiring a GOQ where certain criteria apply. 

ii) Education, Qualifications and Training
Give a list of formal and informal training relevant to the job.  Formal training is that which is certified, a degree, for example. Sometimes we ask for specific qualifications.  You may need to provide information so we can assess whether you meet the qualification requirements, such as relevant qualifications for social work or accountancy.

iii) Present and previous employment
Starting with your current or most recent employer, list all the employers you have worked for.
Provide the job title and the period you worked for them.  If possible give the exact dates, for example 25/2/02 to 31/3/07. Describe the main duties of the post in one or two sentences only.

This information may be used to assess whether you meet the experience required for the vacancy.  Check that the dates are correct and in order.

iv) Personal statement 
This is probably the most important part of the form. You have to make a case here for selection. Do not repeat your career history.  Use only the relevant parts, drawing out the skills you have developed. 
Please do not send a CV as it will not be considered.

Do not just repeat what we’re asking for. You have to demonstrate how your experience matches the criteria. 

An example of meeting the criterion “Ability to write clearly” in the person specification might be met by the following:
 
In my last job, I produced written reports (or minutes), prepared agendas, and distributed relevant papers to the Resources Group Committee, recognising the need to be able to sum up points clearly and confidently, set out actions, and provide an accurate summary of the meeting, proof reading the final copy.  I enjoy writing and believe I express myself well. 

In considering your experience, remember all of your previous work and draw on this to demonstrate that you have the necessary skills. Do not forget other relevant experience outside work, such as community/voluntary/ leisure and other interests – if they contribute to meeting the person specification.   Describe any relevant skills this has helped you develop.

Remember, it is your skills and abilities relevant to this job that we are looking for.  You do not have to write several pages in support of your application, but rather focus on ensuring you meet the essential criteria in the person specification. 

v) Some general points to bear in mind
· Your form should be written in a concise, well organised and positive way.  Use active words such as I organised, or I planned, or I do.
· It may help you to do a rough draft first.  This avoids mistakes and allows you to organise your application properly.
· The selection panel members will be reading many applications so if completing the form by hand please use clear handwriting in an organised way.
· Do not send in the same application for different jobs – pay attention to the requirements listed in the person specification for each job.
· Send your completed application form to SHARe Knowsley via email to admin@shareknowsley.org.uk.  Ensure you are clear about the title and reference of the job you are applying for. If you have any queries, call 07915 252300 and ask for clarification.

vi) Legal and organisational requirements when filling in an application form

Rehabilitation of Offenders Act 1974: You should not sign the application form without being clear about what you have to reveal about yourself.  For instance, you do not need to disclose convictions which would be deemed as being spent under the Rehabilitation of Offenders Act 1974, or cautions, reprimands and final warnings which are over five years old, unless they are exempt from the Act.   If you are not sure about what declarations to make, you should ring a Human Resources Adviser at SHARe Knowsley, who will give you confidential information about declarations (see Application Form).

Referees:  These must be known to you in a work capacity, and should be your line manager.  If this is not possible you should clearly explain the relationship and the reason for giving another person as a referee. It may be someone who can comment on your ability, skills, experience, for example, a community leader you have been doing community work with, setting up a crèche or sports club, etc.

The Immigration, Asylum and Nationality Act 2006: You will be asked to provide evidence for your legal right to work in the UK (valid passport, UK Birth Certificate or share code) to interview. Any documents will be photocopied and returned to you.
The Interview 
All shortlisted candidates will be invited by email or by telephone, to attend an interview.  You will be informed of the time, location, and contact for the interview, as well as notice of any test or exercise you may be asked to do at the interview.  

Applicants will be asked questions relating to the job description, person specification and application, and the panel will take notes during the course of the interview.  This is part of the procedure to ensure that all applicants are treated fairly.

If you are not sure that you have understood the question, do not be afraid to ask for it to be repeated, or rephrased. Take your time and ensure you have included all the main points you want to get across in your answer. 

In preparation for the interview, take the opportunity to read through the job description, application form, and any other literature sent as part of the information pack, and be prepared to talk about your experience, giving examples that illustrate your ability to do particular parts of the job.

Feedback
All unsuccessful interviewed applicants can request telephone feedback.  Receiving constructive feedback can be useful for helping you in future interviews.

Internal Candidates 
Internal applicants have to follow the same procedures as external applicants, and will be shortlisted and interviewed on the basis of their application form, i.e. by meeting the criteria in the person specification.  No assumptions about previous knowledge and experience of the job can be taken into account by the selection panel. 
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Job  Application form     Applicants are shortlisted for interview  based on   the information supplied in the application form.   It is therefore important that you provide all information relevant to the job.    Please type inside the blue box es ,  they   will expand as you type .   You may find it useful to  read the guidance notes  below  on   the Recruitment and Selection process.        

Post Title:  Chief Executive Officer  

How did you hear about this vacancy:              

 

PERSONAL DETAILS  

Title (e . g .,   Mr, Ms, Mrs, Miss):               First Name:              

Surname/Family Name:              Preferred Pronouns:             

Address:            

Post Code:            

Tel. (home):            Tel. (mobile):            

Tel. (work):            May we contact you at work?             

E - mail:             

Preferred method of contact:   Letter   Email   Phone     

Full, clean,  driving licence  Yes   No   

A ccess to vehicle?     Yes   No   

 

ELIGIBILITY TO WORK IN THE UK  

The Asylum, Immigration and Nationality Act 2006   makes it a criminal offence for employers to employ a person  who is not entitled to work in the UK.  In compliance with this  SHARe Knowsley   asks prospective employees to  produce relevant documentation.  Please see  Information Sheet for Job Applicants   enclosed with your application  pack. Successful applicants  must  provide relevant documentation before employment commences.  

Are you eligible to work in the UK?   Yes   No   

 

EDUCATION  

Please tell us about your education and qualifications that are relevant to the post, including qualifications gained  overseas.  Include courses you are  currently undertaking.  

Subject  Level/Qualification and date  gained  Institution where gained  

                                 

                                 

                                 

                                 

                                 

                                 

                                 

 

