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Employment application form | Office Manager
Content of application form
1. Contact Details

2. Employment History

3. Declarations

4. References

5. Education & Training

6. Written statement

7. Signatures

Contact Details
Application for employment as ............................ 
Surname ............................ 
Other names ............................ 
Address ............................ 
Postcode ............................ 
Email ............................ 

Tel ............................ 
National Insurance Number ............................ 

Employment history

1. Present employer ............................
Address ............................
Postcode ............................
Job title ............................
Duties 

............................
Rate of pay ............................
Date employed: from …………… to ………………………

Reason for leaving 

............................
2. Past employer ............................
Address ............................
Postcode ............................
Job title ............................
Duties 

............................
Rate of pay ............................
Date employed: from …………… to ………………………

Reason for leaving 

............................
3. Past employer ............................
Address ............................
Postcode ............................
Job title ............................
Duties 

............................
Rate of pay ............................
Date employed: from …………… to ………………………

Reason for leaving 

............................
Declarations


Have you ever been convicted of a criminal offence? 


Yes  No  
(Declaration subject to the Rehabilitation of Offenders Act 1974)
Do you have any disabilities that might affect your application? 










Yes  No  

Please tell us if:

a. there are any reasonable adjustments we can make to assist you in your application

b. there are any reasonable adjustments we can make to the job itself to help you carry it out

............................ 

Do you need a work permit to work in the UK? 


Yes  No  

When can you start work for us? 

............................
References

Please give the names and addresses of two persons as referees, other than your present employer or relatives who we can approach now for references. 
No approach will be made to your present or previous employers before an offer of employment is made.

1 ............................ 
2 ............................ 
Education and Training

............................ 

Written Statement
Please review the ‘Person specification Matrix’ (provided on a separate sheet).

Please explain how you meet the essential criteria and where possible the desirable criteria, please be as clear and concise as possible.  Using sub headings and bullet points where necessary
............................ 

I confirm that to the best of my knowledge the above information is correct.

Signature .......................................... 
Date ……………………
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