CONFIDENTIAL


BOX MOOR TRUST

JOB APPLICATION FORM FOR THE POSITION OF: 

SENIOR ADMINISTRATION OFFICER (full time – 35 hours)
	PERSONAL DETAILS



	TITLE

 
	

	FULL NAME

	

	ADDRESS
	

	EMAIL ADDRESS


	
	
	

	TELEPHONE 

	
	
	

	NATIONAL INSURANCE NUMBER

	

	DO YOU HOLD A CURRENT DRIVING LICENCE? 



	GUIDANCE NOTES FOR JOB APPLICANTS

	Personal Details

	Enter your details fully and clearly so we may contact you about your application.  

You are not asked about your age on this form. 

	Employment Details

	We are interested in all employment you have undertaken.  If you have not had a permanent job, please give details of any other employment you may have had such as work experience, part time, voluntary or holiday work.  It is important that gaps in your work history are fully explained on the form.

	Educational History

	Please give details of your qualifications and relevant training courses.  Look at the person specification to see what qualifications/training are essential.  In some cases you may have gained qualifications and attended training which, while not essential, are relevant to the job.  We are interested in any form of education you have followed, including any courses which did not lead to an examination or qualification.  We will take into account equivalent education/qualifications gained overseas or as part of a vocational training scheme.

	Reasons for Applying for the Post

	This is the section where you tell us why you think you can do the job.  You should think very carefully before completing this section and refer to both the job description and person specification.  Use this space to provide evidence of your relevant experiences, skills and knowledge by giving specific examples and demonstrating how you meet the person specification.

	References

	Give the names and addresses of two referees.  One must be from your most recent employer or from your recent place of education.  References from voluntary employment are also acceptable if you have yet to be in paid employment.

	Other Details

	The Trust guarantees to interview applicants with disabilities if they meet the essential criteria of the job.  Disability is defined by section 6 of the Equality Act 2010 as ‘a physical or mental impairment which has substantial and long term adverse effect on a person’s ability to carry out day to day activities’.  Please let us know the nature of any additional assistance you may require of us when attending the selection process.

	Data Protection

	The information you have supplied on this application form may be processed by computer or form the basis of manual records.

	Equal Opportunity Statement

	The Box Moor Trust is committed to the concept and practice of equality of opportunity to the facilities offered by the Trust and all aspects of the Trust’s work.  We believe that everyone is entitled to equality of opportunity, irrespective of race, colour, ethnic or national origin, religious beliefs, gender, sexual orientation, disability, age or marital status.


	CURRENT EMPLOYMENT DETAILS



	NAME OF CURRENT EMPLOYER
	

	ADDRESS


	
	
	

	TELEPHONE

	

	POSITION HELD

	
	SALARY
	

	DATE EMPLOYMENT COMMENCED

	
	NOTICE REQUIRED
	

	

	Please give a brief description of your current or most recent job, stating duties and responsibilities.



	Please give a brief description of your current or most recent job, stating duties and responsibilities.
Continued.



	PREVIOUS EMPLOYMENT HISTORY 

PLEASE FILL IN DETAILS OF PREVIOUS EMPLOYMENT STARTING WITH MOST RECENT FIRST 

Please continue on separate sheet if necessary.

	JOB TITLE AND MAIN DUTIES
	EMPLOYERS NAME AND ADDRESS
	PERIOD OF EMPLOYMENT

FROM              TO
	REASON FOR LEAVING

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	EDUCATIONAL HISTORY 



	SECONDARY SCHOOL 
	
	QUALIFICATIONS GAINED
	GRADE
	

	
	
	
	
	

	COLLEGE/

UNIVERSITY
	
	
	
	

	OTHER 


	
	
	
	

	OTHER QUALIFICATIONS/COURSES ATTENDED WHICH YOU FEEL ARE RELEVANT TO THE POST

Please continue on separate sheet if necessary.

	
	

	REASONS FOR APPLYING FOR THE POST

Please tell us why you are applying for this role, include previous experience and why you should be considered for the role of Senior Administration Officer.

Please continue on a separate sheet if necessary.



	

	REFERENCES

Please give details of two referees, one of which must be your current or most recent employer.


	NAME OF 

REFEREE


	1
	2

	ADDRESS


	
	

	TELEPHONE

	
	

	JOB TITLE

	
	

	RELATIONSHIP TO YOURSELF


	
	

	

	Please state any unspent criminal convictions.


	

	Where did you see this post advertised?


	

	PERSONAL DECLARATION

PLEASE READ THE FOLLOWING STATEMENT, SIGN AND DATE.



	I hereby declare that the information I have supplied is to the best of my knowledge true and I understand that if it is discovered that any of the information is false, following appointment to the post, I may be dismissed.

SIGNED (print if online):                                                                                                  DATED:



	WHEN COMPLETED PLEASE RETURN THIS FORM BY EMAIL TO elainerushton@boxmoortrust.org.uk  OR TO THE FOLLOWING ADDRESS A.S.A.P.

THE BOX MOOR TRUST

LONDON ROAD

HEMEL HEMPSTEAD

HERTS. HP1 2RE



	CLOSING DATE:  Tuesday 31st May 2022

	INTERVIEWS:  TBC



	OTHER DETAILS – please refer to guidance notes

	Please indicate if there are any specific access requirements that would assist you should you be shortlisted for interview.


	Are you related to any Trustee or Employee of the Box Moor Trust?

	     Yes                                      No

	If yes give details
	


	Thank you for your enquiry about a job with the Box Moor Trust.  
If you do not understand anything on the form, need help in completing the form or need the form in alternative formats such as large print, please call Joanna Rough on 01442 253300.  
Please let us know if someone else completes the form for you.  
CVs on their own will not be accepted.  
Please use additional sheets where necessary.
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