NEWENT TOWN COUNCIL AND BURIAL AUTHORITY
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APPLICATION FOR EMPLOYMENT

	Please return your completed application form by e-mail to townclerk@newenttowncouncil.gov.uk by 5pm Friday 27th May 2022 or by post marked STRICTLY CONFIDENTIAL for the attention of Michael Greenfield, Newent Town Council at the above address
Please mark ‘Private – Job Application’
It is important that you read the Job Description and Personal Specification before completing this application form. Please complete the form fully using black ink or type. CVs are not accepted.

Applications received after the closing date will not normally be considered.


THE INFORMATION YOU SUPPLY ON THIS FORM WILL BE TREATED IN CONFIDENCE

	Post applied for:
	Deputy Clerk and Burials Officer
	Available Start date:
	

	Where did you see this role advertised?




Personal Details:

	Surname:
	     
	Forename(s):
	     

	Previous or other name:
	     
	Preferred Name:
	     

	Address:


	     
     


	Postcode:
	     
	National Insurance No:
	                                    

	Home Telephone No:
	     
	Mobile No:
	     

	Email address:
	     

	Driving Licence – if relevant to post applied for. 
	Full    ☐         Provisional ☐            None ☐ 

	Do you have any motoring endorsements?
	Yes    ☐            No ☐ 

	If yes please specify:
	     

	If offered this position, will you continue to work in any other capacity? 
	Yes ☐ No ☐ 

	If yes please provide details:
	


Prevention of Illegal Working:

The Council has legal obligations to ensure that you can work legally in the UK. Prior to taking up any employment you will be required to provide evidence of a passport and/or other relevant documents on the approved list to satisfy the Council that you comply with this requirement.
	Do you require a work permit to take up employment in the UK?
	Yes ☐ No ☐

	Are you legally eligible for employment in the UK?
	Yes ☐ No ☐



Rehabilitation of Offenders Act 1974 

Please give details of any ‘unspent’ criminal convictions that you may have (in accordance with the Rehabilitation of Offenders Act 1974): 
	


Employment History

Please list all employment in reverse chronological order, starting with your present or last position. Please continue on a separate sheet if you need to.
	Name & Address of Employer:      


	Date joined:      

	Date Left:      

	Job Title:      


	Describe your duties and responsibilities:     


	Salary: 

     
	Type of business: 

     

	Reason for leaving:

     



	Name & Address of Employer:      


	Date joined:

     
	Date Left:

     

	Job Title:

     

	Describe your duties and responsibilities:

     


	Salary:

     
	Type of business:

     

	Reason for leaving:

     


	Name & Address of Employer:

     


	Date joined:

      

	Date Left:

     

	Job Title:

     

	Describe your duties and responsibilities:

     


	Salary:

     
	Type of business:

     

	Reason for leaving:

     


	Name & Address of Employer:

     


	Date joined:

     
	Date Left:

     

	Job Title:

     

	Describe your duties and responsibilities:

     


	Salary:

     
	Type of business:

     

	Reason for leaving:

     



Education

	Please give details of any educational, technical and/or professional qualifications.

If you are currently studying. please provide details of the qualifications you are studying for.

	Examinations/Qualifications        Subject

taken or to be taken
	Results/             Awarding Body         Date Obtained

Grades                                                    (MMM-yyyy)

                          

	                                                     
	                                                         

	                                                     
	                                                         

	                                                     
	                                                         

	                                                     
	                                                         

	                                                     
	                                                         

	                                                     
	                                                         

	                                                     
	                                                         


Training

	Please list any course(s), which you have undertaken that are relevant to the job and/or specified on the person specification. Continue on a separate sheet if necessary.

Further and Higher Education (Degree, Diploma, BTEC, City and Guilds, NVQ etc)

	Length of Course
	Course Title
	Certificates /                        Date                Grade

Qualifications gained       MM-yyyy)

	     
	     
	                                                                

	     
	     
	                                                                

	     
	     
	                                                                

	     
	     
	                                                                

	     
	     
	                                                                

	     
	     
	                                                                


Outside Interests and Non – Vocational Experience
Please give details of any outside interests or non-vocational experience which you feel may be relevant and will support your application.

	     



Disability Discrimination Act 1995

	Do you consider yourself to have any disabilities?         Yes ☐            No ☐            
If yes, please assist us in making the interview arrangements by noting below any reasonable adjustments we should be making.
     



Additional competency information

	Please provide specific examples in response to the following questions.

	How do you feel your previous experience equips you well for this post?

     


	Describe a situation where you have effectively worked as a member of a team or partnership?

   


	Describe a project (large or small) you have successfully managed. What did you do to ensure success and what challenges did you encounter?

     


	Describe an occasion where you have improved a business process or Council procedures. What did you do and what was the outcome?
     



References

	Please give the names and addresses of two referees. One should be your present or last employer if possible. 

	Referee 1
	Referee 2

	Name:     
	Name:     

	Contact details (Address, phone and email)

     

	Contact details (Address, phone and email)

     

	By giving these details you are permitting Newent Town Council to contact them as part of the recruitment process. The above will only be used for successful candidates.




Council Relationships

	Have you previously worked for this Council?
	Yes ☐ No ☐

	If YES, please give details of position held, dates of employment and main responsibilities:

     


	Are you related to any employee or Elected Member or Co-opted member or employee of this Council?

	Yes ☐      No ☐

	If yes, please state the name of the person and the capacity in which you are known to them:
     

	If appointed, do you have any business and/or financial interests which might conflict with the duties of the post?


	Yes ☐      No ☐

	If yes, please state the nature of interest:

 
    


	IMPORTANT NOTICE

	I declare that, to the best of my knowledge and belief, the information given on ALL parts of this form is correct. I understand that, should my application be successful and it is discovered subsequently that information has been falsified, then disciplinary action may be taken which may include dismissal from the post. 


	DECLARATION:  I, the undersigned, declare that the information given by me on this application and any other form (including at interview) to the best of my knowledge is correct, and that I have not knowingly withheld any fact or circumstance which, if disclosed, would influence a decision to employ or not employ me. 

I confirm that I have a legal right to work in the UK and if this application is successful. I undertake to produce appropriate documentary evidence to prove this, prior to commencing work with the Council. 

I accept that information within this application form will be used by Newent Town Council for the purpose of processing my application.  Further, should my application be successful and I am employed by Newent Town Council, information about me, including that relating to my ethnic origin and health, will be retained and processed for the purposes of monitoring and employment procedures in accordance with the Data Protection Act 2018.

Please see the Council’s Data Privacy Statement and Policy on our website for further information. Please indicate below whether you give consent for us to collect, record and process the personal data you have provided for the purposes of recruitment, selection and appointment.

☐  I give my consent.

☐ I wish to find out more information or to check what personal data is being collected and processed before giving my consent I wish to find out more information or to check what personal data is being collected and processed before giving my consent

If you return your application form to us by email and you are subsequently invited to interview, you will be required to sign a printed copy of your submitted form. 


	Signature:


	Date:


Annexe Building, rear of


Newent Community Centre, 


Ross Road, 


Newent, 


Glos, 


GL18 1BD 


Tel: 01531 820638
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