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APPLICATION FORM
TOWN CLERK / RESPONSIBLE FINANCE OFFICER

Please read the Explanatory Notes enclosed thoroughly prior to completing this application form.

Complete all fields of this form accurately in black, and in full, as it forms the initial stages of our selection procedure.

SECTION A – ADMINISTRATIVE INFORMATION

1.  PERSONAL DETAILS 



Last name:




 
        First name(s):




         Address for correspondence:


            Post code:


           Daytime telephone number: 


             Mobile telephone number:


           Evening telephone number:


     Email address:  

          
          National Insurance Number: 

Do you hold a full, current driving licence?



Yes

No
2.  EMPLOYMENT DETAILS


PRESENT EMPLOYMENT  


Job Title:


Name and address of present employer: 



Date appointed:












Notice required:



Brief description of duties and levels of responsibilities:

	PREVIOUS EMPLOYMENT (please enter the most recent first)



	 Employer
	Post title and outline of duties
	Date from / to
	Reason for leaving



	

	
	
	


3. QUALIFICATIONS AND TRAINING


  Qualifications and / or examinations passed


        Level

Grade achieved




Details of any other course of study and anticipated date of completion (if applicable)


Course






Completion date




Details of professional membership (if applicable):



SPECIAL TRAINING – include any short relevant courses you have taken.


Nature of course


            Organised by                  Length of course       Dates of course


4.  ADDITIONAL INFORMATION


This section of the application form is for you to demonstrate how you meet the requirements of the Person Specification.  Please give details of your experience, specialist knowledge, skills and abilities which are relevant to this particular post.  (See Explanatory Notes and the Person Specification).  Continuous sheets may be used if required.  Please ensure that you type your name on each additional sheet attached to this application.

REMEMBER – DO NOT ATTACH A ‘CV’ AS IT WILL NOT BE CONSIDERED


Please specify any dates that you would be unavailable for interview?


SECTION B – ASSESSMENT INFORMATION

5. CANVASSING 

Are you related to any Elected Member or Senior Officer of the Council?             Yes               No


If YES, please state the name and relationship.  Failure to disclose this information will disqualify your application.


You must not canvass any Member or Officer of Whitworth Town Council although it is quite in order for them to supply a written testimonial about you.

CANVASSING EITHER DIRECTLY OR INDIRECTLY WILL DISQUALIFY

6.  REHABILITATION OF OFFENDERS ACT 



Have you had any convictions which are not spent under the Rehabilitation of Offenders Act?             Yes 
          No





      


If YES, please give details:-


7.  REFERENCES (References will only be taken up for short-listed candidates)

Please give the full name and address of two referees.  One should be your present or last employer unless you have not worked before.  Relatives are not acceptable unless they are your present employer.  Please ‘X’ the box if you wish to be contacted before we approach your referees.



8.  DECLARATION


I declare that, to the best of my knowledge, the information given in my application for this position is correct and understand that any false statements may lead to disciplinary action, including dismissal, should I be subsequently appointed.  I am not subject to any immigration controls or restrictions which prohibit me undertaking work in the UK.
Signed: ………………………………………………………..................................
Date: ……………………………………………………………[image: image1.wmf] 
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