



	

	Employment application form


	Please complete this form fully using black ink or you may complete the form using a computer.

	Job position:
	Ref No:
	Closing Date:

	Applications received after the closing date will not normally be considered. Incomplete application forms and C.V.’s will not be accepted.

	PERSONAL DETAILS

	Surname:
	First Name(s):
	Title:

	Previously known as (if applicable):
	NI Number:

	Address:

	Postcode:
	Email:

	Telephone:
	Mobile:

	GENERAL QUESTIONS



	Are you committed to the aims and ethos of Muslim Aid?                                                              Yes / No

Are you free to remain and take up employment in the UK with no current                                   Yes / No
immigration restrictions?
Have you previously worked for Muslim Aid?                                                                                 Yes / No

Are you related to a staff member or trustee at Muslim Aid?                                                          Yes / No
If yes, please state the staff member or trustee’s name
__________________________________________________________________________________

Do you have any public service commitments (Cllr/JP)?                                                                Yes / No
Do you hold a full, clean valid driving license in the UK?                                                                Yes / No
Please state where you heard about this vacancy

__________________________________________________________________________________

Please state your current notice requirements

__________________________________________________________________________________

Do you have any convictions that are unspent under the rehabilitation of offenders act 1974?    Yes / No
If yes, please give details / dates of offence(s) and sentence:
__________________________________________________________________________________
__________________________________________________________________________________



	EDUCATION, QUALIFICATIONS AND TRAINING

	Qualifications obtained from schools, colleges and universities and institutions. 
Please list the most recent qualification first:

	From
	To
	Place of study and course title
	Qualifications and grades obtained 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	PRESENT OR MOST RECENT EMPLOYMENT

	Job Title
	Grade/Scale (if applicable)

	Name of Employer
	Date of appointment

	Address of Employer
	Leaving date (if applicable)

	
	Period of notice required

	
	Salary/Wage

	Postcode
	

	Reason for Leaving



	Brief Description of Duties



	EMPLOYMENT HISTORY

	Please list previous employment (paid or unpaid) in date order starting with the most recent first, including any relevant unpaid voluntary work. Please continue on a separate sheet if necessary

	From
	To
	Employer
	Job title and brief description of duties
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PERIODS OF UNEMPLOYMENT 

	Please give information regarding periods of unemployment (e.g. travel, voluntary work) 
(Please do not include any absences in relation to sickness) 

	

	PERSONAL STATEMENT – SKILLS, ABILITIES, KNOWLEDGE, QUALIFICATIONS AND EXPERIENCE

	Please use this section to explain in detail with examples how you meet the requirements outlined in the Person Specification of the job. If you possess any additional skills, abilities and experience which you feel may be useful to Muslim Aid please include this information. Attach and label any additional sheets used.

	


	LANGUAGES 



	

	Please list your knowledge of languages, indicating the level of fluency against each of the following:
	 

	F = fluent     I = intermediate     B = basic
	 

	 
	 

	               Language 
	   Read
	 Write
	   Speak
	Understand
	 

	 1.
	
	
	
	
	
	 

	 2.                   
	
	
	
	
	
	 

	 3. 
	
	
	
	
	
	 

	 4. 
	
	
	
	
	
	 

	 5.
	
	
	
	
	
	 


	LEISURE



	

	Please make a note of your leisure interests, sports and hobbies and other pastimes.

	 

 

 

 

 

 

 

 


	REFEREES

	Please give the names and addresses of two people who know you well and can provide current information about your suitability for the post you have applied for. One referee must be your present or most recent employer. We reserve the right to take up references from any other previous employer.

If you have not previously worked or have been away from work for some time please give a teacher, lecturer or other person who will be able to supply a reference for you.

	Name of referee one
	Position

	Address
	Telephone

	
	Fax

	
	Email

	Postcode

	

	Name of referee two
	Position

	Address
	Telephone

	
	Fax

	
	Email

	Postcode


	If you are short listed, we will contact your referees prior to the interview. If you do not wish us to contact your referees at this stage please check the box(s) below.

	Reference 1
	Reference 2

	
	
	
	
	
	
	
	
	

	AVAILABILITY FOR INTERVIEW & APPOINTMENT



	 
	
	
	
	
	
	
	
	 

	Please give any dates when you are NOT available for an interview.  (We cannot undertake to avoid these dates, but we will try to do so):
	 

	
	
	
	
	
	 

	 

	 

 

	If appointed, when can you start work?
	
	
	
	
	 

	   

	
	
	
	
	
	
	
	
	


	DECLARATION

	Providing any misleading or false information or canvassing managers or trustees of the Organisation will disqualify you from appointment or if appointed will render you liable to dismissal without notice.

Please check the box to agree with the following statement.

I hereby declare that the information given in this form is accurate and complete and I have understood and complied with the requirements laid down in the previous paragraph. I agree that the information given on this form may be used for registered purposes under the Data Protection Act of 1998. I consent to the storage of the above information on manual and computerised files.



	Signature of applicant
	Date


Please return by the closing date to:

HR & Training 
Muslim Aid
PO BOX 3 London E1 1WP

Tel: 020 7377 4200   Fax: 020 7377 4201
Email: hr@muslimaid.org
