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Completing your application form

We have tried to keep our application form as simple as possible. These notes are to help you complete the form adequately.

1. Completing the Form

Please type into the form or complete in black ink or so that it can be photocopied.

What you say on the application form is all that will be used to decide whether or not to shortlist you for the post, so you must complete all the parts on the form which apply to you. CVs alone will not be accepted and if sent will not be used for shortlisting.

2. Education and Training

Please give a list of all the education and training you have undertaken. Please list all professional qualifications you have acquired.

3. Employment

Starting with your current or last employer, list all the employers you have worked for. Please include periods of paid and voluntary work.

4. Supplementary Information

Please support your application form with a short resume of your qualities, skills, experience and achievements particularly as they relate to the job description and person specification.

5.
Permission to work in the UK

Under the Asylum and Immigration Act 1996 we are legally bound to check that you are eligible to work in the UK. 

5. References

Please give details of two people (not related to you) who can give you a reference. One should be your present or most recent employer and the other should be a previous employer or a person who knows you in relation to your work.

If you do not wish us to contact your referees before the interview, we will not do so. However, references will be taken up on offer of employment and any offer of employment will be subject to references.

6. Queries

If you have any queries regarding the completion of the application form please do not hesitate to contact Elizabeth Thomas at elizabetht@uspg.org.uk or on 020 7921 2202.
7. Returning your form

Please submit your application form to Elizabeth Thomas at elizabetht@uspg.org.uk Please ensure you e-mail your application in good time to reach us by the closing date. Late applications will not be considered.
8. Interview Expenses

We will reimburse reasonable travel expenses to all candidates invited to attend an interview.

9. Equal Opportunities/Diversity Policy

We are committed to equal opportunities and our recruitment and selection procedures are undertaken in accordance with good practice laid down in our relevant policies.
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Please return completed form to:

Elizabeth Thomas – elizabetht@uspg.org.uk
USPG 

5-13 Trinity Street
London

SE1 1DB
Application for the post of:
The information on this form will help us to assess your suitability for the position and will be used solely for the purposes of selection for the above post. It will be held securely and will not be divulged to anyone outside the organisation. Information on the successful candidate may be held indefinitely. Information on unsuccessful candidates may be held for up to one year. Shortlisting will be done on the basis of the completed application form. If there are any questions that you consider are not relevant to your application or that you would prefer not to answer in writing you are under no obligation to do so.

TITLE: Revd/Dr/Mr/Mrs/Ms/Miss

SURNAME (Block letters):
First Name(s):

Address:



Home telephone: 


Mobile:







Email:

	Do you have the legal right to work in the UK?   YES or NO


Present Employment (Describe your present or most recent position) 

	DATES
	EMPLOYER'S NAME AND NATURE OF BUSINESS
	PRESENT POSITION 

	ADVANCE \d7

	ADVANCE \d7
	ADVANCE \d7

	Current salary (per annum)
	


Duties: Give an outline of major tasks and responsibilities

	ADVANCE \d7



Give your reason for considering a change

	


Previous Employment 
Please provide employment details (paid and unpaid) listing most recent first and give a brief description of each role.

	Name and address of Employer
	Job Title, brief description of role

and reason for leaving
	From
	To

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	If you have been employed by or applied to USPG before, please give brief details:  YES or NO


General Education (Full-time schooling only)

	DATES
	NAME OF SCHOOL
	EXAMINATIONS

 Subjects taken and results

	ADVANCE \d7

	ADVANCE \d7
	ADVANCE \d7


Further Education (University including post-graduate studies, professional qualifications

	DATES
	NAME OF UNIVERSITY
	NATURE OF COURSE AND QUALIFICATIONS GAINED

	ADVANCE \d7
	ADVANCE \d7
	ADVANCE \d7


	ADVANCE \d7Name, address and telephone number of two persons to whom reference can be made, one of whom must be your present or latest employer. 

REFERENCE 1

Name: 

Position: 
How do you know this referee? 

Address: 

Email Address: 

Tel No:

May we contact this referee prior to offer of employment:     YES/NO 



	REFERENCE 2

Name: 

Position: 
How do you know this referee? 

Address: 

Email Address: 

Tel No:

May we contact this referee prior to offer of employment:     YES/NO 


Supporting Statement
Please use this page to state concisely the qualities, skills, experience and achievements you believe will enable you to undertake this post. Please relate your statement specifically to the person specification and job description. CVs alone will not be considered.
	ADVANCE \d3



	ADVANCE \d7PLEASE NOTE:  As an employer committed to the rights of all, please let us know if you need us to make particular arrangements to assist you in completing the application form or attending the interview, or of any reasonable adjustments that would need to be made to the job or working environment if your application is successful. Please contact Elizabeth Thomas privately


Leisure Activities:
 What are your interests and hobbies outside your work?

Availability:

 If you were offered an appointment, when would you be free to join USPG?

How did you learn of this vacancy?

DECLARATION

The facts set out in this application for employment are, to the best of my knowledge, true and complete. A false declaration can result in immediate termination of employment or withdrawal of any offer.

DATE:




SIGNATURE:

EQUAL OPPORTUNITIES MONITORING FORM
STRICTLY CONFIDENTIAL

USPG is committed to valuing diversity and equality of opportunity. To create a working environment in which these objectives are fully met, the organisation seeks your help and co-operation and ask that you complete this form and send it along with your application form.

The information you provide will stay confidential, and be stored securely and limited to only staff in Human Resources department.  This form will be separated from the application form upon receipt and the information used only as part of a monitoring process, and not as part of the selection procedure.
Post applied for: 

Where did you see the post advertised? 

1.
Are you MALE/FEMALE? 
(Please delete as appropriate)
2. 
Do you consider yourself to be a disabled person?  YES / NO  (Please delete as appropriate)
(The Disability Discrimination Act defines a person as disabled if ''they have a physical or mental impairment, which has a substantial and long term (has lasted, or is expected to last, for at least 12 months) adverse effect on their ability to carry out normal day to day activities''). 
3.
What is your date of birth? 

4.
Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. How would you describe your ethnic origin? Please bold your response
White

English  
    Welsh      
Scottish     
Irish 

British     

Irish Traveller    
 

Any other white background, please write in:  

Mixed/multiple ethnic groups

White and Black Caribbean

White and Black African       White and Asian
Any other mixed background, please write in:    

Asian/ British Asian
Indian   
   Pakistani        Bangladeshi  
   
   

Any other Asian background, please write in:  



Black/ African/ Caribbean/ Black British

African  
    Caribbean
     
Any other Black/African/Caribbean background, please write in:   

Chinese 

Chinese

Other ethnic group

Arab

 

Gypsy

Any other ethnic group, please write in:   
Prefer not to say
