People & Planet Job Application Form

Application for the post of:

Administration Assistant (part time). July 2010

Applications must be received by:

9am Monday 2 August

Send completed applications by email, post or fax.


post:
Recruitment,
email:
recruitment@peopleandplanet.org



People & Planet,
facsimile:
01865 791927



51 Union Street,
telephone:
01865 245678



Oxford OX4 1JP
web:
peopleandplanet.org/careers

Please answer all sections on this application form. Do not attach a CV as it will not be considered. This gives all candidates an equal opportunity to express their suitability for the post

1. Personal

	Surname:
	
	First name(s)
	

	Address:
(please include post code)
	

	Telephone - home
	

	Telephone - day
	

	Email
	


2. Present or most recent employment

Employer's name
: 

Employer's website
: 

Post held
: 

Salary
: 

Date of commencement
: 

Period of notice required
: 

Please give a brief description of the duties and responsibilities.

3. Previous Employment

	From (month/year)
	To 
(month/year)
	Employer
	Position

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4. Relevant training undertaken/qualifications

	Description of course(s) undertaken and relevant educational and other qualifications/skills obtained (including specialist in-house training, short courses etc.)
	Dates

	
	

	
	

	
	

	
	

	
	

	
	


5. References

	Please give details of three people, not related to you, who may be approached for references as to your suitability for the post. One should be your present employer (last employer if not currently employed). The second and third should be references who are able to comment on your work abilities.



	(1) Name
	
	(2) Name
	
	(3) Name
	

	Address
	
	Address
	
	Address
	

	Position
	
	Position
	
	Position
	

	Telephone
	
	Telephone
	
	Telephone
	

	Do you have any objections to references being sought prior to your interview? Yes/No


6. Additional Information

Before completing this section, please read the job description and person specification carefully. Please give details of how you have demonstrated that you meet the criteria set out in the personal specification by referring to previous work (paid or voluntary), skills and achievements relevant to this post and any other information relevant to this post. Although not necessary, it is often most useful to us while short-listing if you use the person specification criteria as headings. You can extend this section beyond this page if needed.

	I confirm that to the best of my knowledge the information given on this form is correct. 

	Name
	
	Date
	


END OF APPLICATION FORM
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