	 Application for Employment

	                                                                      [image: ]            

	If you would like this document in an alternative format eg audio, braille, or in a different language please contact the Recruitment Team by emailing jobs@norfolk.gov.uk 
Instructions
· Please complete all sections
· Please type in black ink 
· If completing this form by hand please ensure your writing is clear and legible so that all the information you provide can be considered.  (For example you may wish to complete the form using block letters) 
· Put your name, the job title of the post applied for and job reference number at the top of any additional sheets you use
· Sign and date the declaration at the back of this form and attach it to your job application on our careers site
Any fields marked with an asterisk (*) are mandatory  
Where options are outlined below please indicate which applies to you by inserting ‘X’ 


	

	1.  Post applied for *
	[bookmark: Text1]     

	

	Requisition number *	
	[bookmark: Text2]     
	Department*
	     

	

	Service Area	
	     
	Location
	     

	

	2.  Personal Details

	

	Title (please indicate the option which applies to you by inserting  below)

	Mr    
	 
	Mrs
	 
	Ms
	 
	Miss
	 
	Other
	 
	If other, please state
	     

	

	First name*
	     
	Surname*
	     

	

	Have you ever used any other names?*                     
	 
	Yes
	 
	No

	

	If yes, please state

	First name
	     
	Surname
	     

	

	Address (in full) *	                                               Contact details

	     
	Email address*

	     

	
	This email address will be used to send all future correspondence about this job
 

	
	

	Postcode *
	     
	

	

	Can we contact you by
	 
	Yes
	 
	No
	     
	Preferred contact

	telephone?*
	                                      telephone number

	

	National Insurance Number
	     
	Date of Birth*
	     
	     
	     

	

	If the duties of the job include travel, which could be to venues not
	 
	Yes
	 
	No

	accessible by public transport, are you able to make this requirement?

	

	If the job requires you to travel and you intend to use a motor vehicle, do
	 
	Yes
	 
	No

	you hold a driving licence valid in the UK?     
       

	If you do have a driving licence please tell us what type

	Full
	 
	Provisional
	 
	Other
	 
	If other, please specify
	     

	

	What working hours would you wish to do this job?*                                       
	 
	Full time
	 
	Part time
	 
	Jobshare

	

	If you are not applying to work full time, what working hours would you
	     
	Number of hours

	wish to do in this job?
	            per week

	

	Are you related to or in a close relationship with any Councillor or
	 
	Yes
	 
	No

	anybody already employed by Norfolk County Council *

	

	If yes, please give the name(s). If your relative/person you are in a close personal relationship with is an employee, also state the department they work for
	     


	

	How did you hear about this job*

	Email
	 
	Ncc website vacancy alert
	 
	Vacancy alert

	
	 
	Other

	

	Internet
	 
	Jobs.communitycare.co.uk
	 
	Other online recruitment site

	
	 
	Jobseekers.direct.co.uk
	 
	Schools vacancy website

	
	 
	Jobs24.co.uk
	 
	Search engine

	
	 
	Linkedin.com
	 
	Social networking site

	
	 
	Norfolk.go.uk
	 
	Times educational supplement

	
	 
	Other
	 
	University website

	

	Local publication
	 
	Eastern Daily Press
	 
	Lynn News

	
	 
	Great Yarmouth Mercury
	 
	Eastern Evening News

	
	 
	Great Yarmouth Advertiser
	 
	Other

	

	National publication
	 
	Guardian
	 
	Times educational supplement

	
	 
	Other                                                      

	

	Other
	 
	Internal communication
	 
	New to do

	
	 
	Partner agency
	 
	Word of mouth

	
	 
	Current employee
	 
	Other

	

	Professional publication
	 
	Specialist journal
	 
	Other

	

	If other, selected above please specify
	     

	

	Are you currently employed by Norfolk County Council? If so, you should apply via the “Current jobs” route on the internal section of our careers site.*
	 
	Yes
	 
	No

	

	If no, have you previously worked for Norfolk County Council (NCC)? *
	 
	Yes
	 
	No

	




	3. Current or most recent employment / self employment / voluntary work
(For NCC employees enter department. If self employed enter name and address of your business)

	

	Name and address of current/most recent employer or voluntary organisation 

	     




	   
	

Job title/nature of self employment/  voluntary work

	

	Postcode
	     
	
	     

	



	Previous employment type (if not a current employee of NCC

	 
	Financial sector
	 
	Health sector
	 
	Local government

	 
	Manufacturing sector
	 
	Other public sector
	 
	Private sector

	 
	Retail sector
	 
	Returner
	 
	Services sector

	 
	Student
	 
	Unemployed
	 
	Voluntary sector

	 
	Other
	If other, please specify
	     

	

	Current or last salary and scale (where relevant)
	     
	Weekly hours
	     

	

	Date started in job/self employment/voluntary work
	     
	    
	    

	

	Date of leaving job/ceasing self employment/voluntary work (if relevant)
	     
	    
	    

	

	Notice required in current job/period before you can commence work
	     

	

	Reason for leaving/ceasing self employment/voluntary work
	     

	

	Brief description of job/services provided


	     

	

	Where you currently hold more than one job, please complete the sections below, commencing with the job you started most recently

	

	Other current or most recent employment/self employment voluntary work

	Name and address of employer or voluntary organisation.  For self employment enter name and address of business
	




	Dates from
	








	Dates to
	
	Job title/nature of self employment/
voluntary work
	
	Weekly hours
	
	Reason for leaving /ceasing self employment /voluntary work

	     
	
	     
	
	     
	
	     
	
	     
	
	     








	




	4. Employment History 

	

	Please list all employment (including self employment and periods of voluntary work) since leaving full time education starting with the most recent).

Although not all jobs you have held may seem relevant to your application, it is important for you to give as much information as you can.   The reasons for this are as follows:

- you may have developed transferable skills in the job which you can highlight later in your application. 

- many jobs within Norfolk County Council are subject to a Disclosure and Barring Service (DBS) check and it is important to demonstrate that there are no unexplained gaps in your career.

Please start with the most recent



	Name and address of employer or voluntary organisation.  For self employment enter the name and address of the business
	
	Dates from
	

	Dates  to
	
	Job title/nature of self employment
/voluntary work 

Brief description of job/ services provided 
	
	Weekly hours
	
	Reason for leaving/ ceasing self employment/ voluntary work

	     


























	
	     
	
	     
	
	     
	
	     
	
	     




	5. Breaks in Employment History

	

	If you have had any breaks in employment since leaving school, please give dates and details of your activities during these times e.g. unemployment, raising a family, study, foreign travel etc.

Individuals are appointed to posts with Norfolk County Council on merit and it is recognised that during your career there may be periods when there are gaps in employment which are not work or career development related

	

	Dates from
	
	Dates to
	
	Reason for break

	     
	
	     

	
	     











	

	6. Education Details
    Education, Qualifications and Vocational Training 



	If you are shortlisted for interview you will be asked to provide evidence of your qualifications relevant to the role 
Please start with the most recent

	

	Dates from
	
	Dates to
	
	Name of course/ qualifications gained and grades
	
	Educational establishment
	


	
	Awarding body
	
	Date of Award

	     

	
	     
	
	     
	
	     
	
	     
	
	     
























	7. Membership of, or registration with, professional bodies

	

	Name of professional body
	
	Level/Type of membership
	
	Reg. number
	
	Renewal date

	     
	
	     
	
	     
	
	     

	

	8. Other training relevant to the job (e.g. Short courses, personal development, special     
    projects)

	

	Date 
	
	Organising body
	
	Brief description of course content

	     
	
	     
	
	     




















	9. Supporting Information

	You must provide clear and concise evidence in this section of how you meet the essential and desirable criteria set out in the person specification.   

To demonstrate you meet the criteria you may wish to tell us about relevant things you have been responsible for or involved in, what you have achieved and any feedback given.  You can include examples from paid or unpaid work or other activities you have undertaken in your personal life that are relevant to the job you are applying for.

It is only information contained in this application which will decide whether you are shortlisted for interview (unless documents have been specifically requested in the recruitment information). Any additional information provided where this is not required will be disregarded.

If you consider that you have a disability as defined by the Equality Act 2010 and you provide evidence in your supporting information that you meet the minimum (essential) criteria for the job you will be invited for interview. 


	In this section please provide your personal profile describing your key skills and attributes:
     



	In this section please provide details of work examples of how you meet the esential and desirable crteria as described in the information pack:
     

	In this section please detail the key strengths that you would bring to the job:
     




	Any other relevant information not covered elsewhere:
     
























































	10. References

	References will be required before an offer of employment can be confirmed.
Please do not include friends or relatives as referees, these will not be accepted and will delay the recruitment process.
First Referee:  Your first referee must be connected with your current or most recent employment/period of self employment/work experience/voluntary work, e.g. your manager, supervisor or a main contractor.
Second Referee: A suitable second referee would be a previous employer, business associate or leader/organiser of a voluntary organisation.
If you are applying for a job working with children, young people or vulnerable adults and you are either currently working/volunteering with the relevant group or have done so in the past, one referee will need to be that employer/organisation.

	

	     Referee 1 Details

	

	Referee type*

	Academic                              
	 
	     Current employer
	 
	          Previous employer
	 

	

	Title*

	Mr    
	 
	Mrs
	 
	Ms
	 
	Miss
	 
	Other
	 
	If other, please state
	     

	

	First name*
	     
	Surname*
	     

	

	Organisation*
	     
	
	Address in full*

	
	
	     

	Position held*
	     
	
	

	
	
	

	Business email
	     
	
	

	address*
	
	
	

	

	Can we contact before
	 
	Yes
	 
	No
	Postcode*
	     

	interview?

	

	Telephone number*
	     

	

	       Referee 2 Details

	

	Referee type*

	Academic                              
	 
	     Current employer
	 
	          Previous employer
	 

	

	Title*

	Mr    
	 
	Mrs
	 
	Ms
	 
	Miss
	 
	Other
	 
	If other, please state
	     

	

	First name*
	     
	Surname*
	     

	

	Organisation*
	     
	
	Address in full*

	
	
	     

	Position held*
	     
	
	

	
	
	

	Business email
	     
	
	

	address*
	
	
	

	

	Can we contact before
	 
	Yes
	 
	No
	Postcode*
	     

	interview?

	

	Telephone number*
	     

	

	Other Details

	

	11. Arrangements for people with disabilities

	

	Do you consider that you have a disability as defined by the Equality Act 2010? 

	
	 
	Yes
	 
	No

	

	If you are shortlisted for interview you will have the opportunity to advise us of any reasonable adjustments needed for you to participate effectively in the selection process

	

	12. Asylum and Immigration Act 1996

	

	Do you require a visa to work or study in the UK? *
	 
	Yes
	 
	No

	

	

	

	Criminal Convictions

	

	13. Disclosure of Criminal Convictions and Rehabilitation of Offenders Act 1974 and   
      Barred List Checks

	

	The appointment of any member of staff who may have contact with, or access to children or vulnerable adults will be subject to a satisfactory disclosure being issued by the Disclosure and Barring Service (DBS).  Where a post meets the eligibility criteria under the Protection of Freedoms Act 2012 for an Enhanced check for regulated activity, this check will be required.  An Enhanced DBS check will be required where the criteria of Schedule 4 under the Safeguarding and Vulnerable Groups Act 2006 is met.

	

	Where jobs are exempt from the Rehabilitation of Offenders Act 1974 all cautions and bind overs, including those regarded as ‘spent’, must be declared.  However, the amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are 'protected' and are not subject to disclosure to employers, and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found at the Disclosure and Barring Service website https://www.gov.uk/government/publications/filtering-rules-for-criminal-record-check-certificates.  The presence of a criminal record will not necessarily prevent employment with Norfolk County Council.  

	

	Please make the following declaration and tick the appropriate box. 

	

	I have read the statement about the council’s policy on convictions
	 
	Yes

	                                                                                        

	I have information to declare: 
	 
	Yes
	 
	No

	

	If yes, please provide the date(s) and the detail of the criminal conviction(s) on Appendix 1.  The information will only be considered if relevant to the job.  

	

	Declarations

	I understand that any offer of employment will be subject to the information on this application form being complete and correct.  I authorise individuals involved in the recruitment process on behalf of Norfolk County Council to make any appropriate checks which may be necessary in relation to the job I have applied for.
False information, or a failure to supply the details required in this application form could make an offer of employment invalid or lead to termination of employment.  

	

	I have read and confirm my agreement to the above declarations *                             
	 
	Yes

	

	Signature
	     
	Date
	     
	     
	     





Appendix 1

	Details of Criminal Convictions

	

	First  Name
	     
	Last Name
	     

	

	Post applied for 
	     

	

	Reference number 	
	     
	

	

	Date
	Details of Conviction Information

	   /  /     
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