[image: image1.jpg]TODMORDEN TOWN COUNCIL





Confidential - Job Application Form
Please complete all sections of the form using black ink or typed.
	Title of job applied for

	Title of job applied for:   Events and Facilities Manager 
	Ref: FEO


	Personal Details

	Mr/Mrs/Miss/Ms/Dr 


	Surname:

Known as: 



	First Name(s):                                                         
	Previous Surname(s):  

	Mobile No.
	Home No. 

	Email: 
	NI Number:                                                                        

	Are you eligible to work in the Uk?
	Yes
	No

	Address:


	


	


	

	Post Code:


	


	Current/Most Recent Employment 

	Name and Address of Employer

	

	Job Title

	

	Salary


	

	Start Date 


	

	Finish Date/current


	

	Permanent or temporary contract

	

	Notice Required 

	

	Main Duties and Responsibilities

	Please give a brief description of the main duties and responsibilities in your current role (where appropriate):




	Previous Employments

	Name and Address of Employer
	Job Title
	Salary
	Date From

(dd/mm/yy)
	Date To

(dd/mm/yy)
	Reason for Leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Education and training

	Type e.g. school, college, university, workplace 
	Qualifications gained 

(state level and grade)
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Additional Learning professional Membership 

	Learning & Development /Professional Membership Details
	Date

	
	

	
	

	
	

	
	

	
	


	Employment 

	If you are successful will this be your only job:                                            
If no, please state the weekly hours and nature of the additional work



	Yes 


	No

	Supporting Information 

	Please use this section to explain why you are applying for the job.  Concentrate on how your experience, knowledge, skills, abilities and other relevant information match the requirements of personnel specification.



	Relationship to Councillor or Employee

	If you have any personal relationship to any employee of Todmorden Town Council, or to a Town Councillor, please give their name and relationship.  This does not stop a Councillor or employee giving a reference.  

(Any approach to Councillors or other employees to influence a selection decision will disqualify you).



	Councillor or Employee Name  
	Relationship 

	
	

	
	

	
	

	
	

	
	

	
	


	References 

	Please provide two referees.  One of these must be your present or most recent employer, or, for students, your personal tutor or Headteacher.  The second should, preferably, be a previous employer, where this is not possible please choose someone who can comment on your suitability for the post.  

Please let your referees know that you have given their name and to expect a request for a reference should you be shortlisted.

	
	Reference 1

(Present or most resent Employer)
	Reference 2

(Previous Employer or other)

	Organisation

	
	

	Name

	
	

	Role in Organisation 

	
	

	Address (Inc. Postcode)

	
	

	Phone No.

	
	

	Email 

	
	

	In what capacity does the reference know you?  

	
	

	If the referee knows you by a different name please state

	
	

	*If you have not had any previous employment, please provide details of another suitable referee.

A reference will be requested if you are shortlisted.  Please contact us if you have any concerns with regard to this.




	Criminal Convictions 

	Have you ever been convicted or cautioned in relation to a criminal offence, have you been bound-over, or subject to formal warnings or are you at present the subject of any criminal proceedings or police investigation?

Any information disclosed will be treated sensitively and in confidence and will only be used in deciding a candidate’s suitability for the post.

(If yes, please specify dates of summons, charges, cautions, reprimands, final warnings or convictions, court, nature of offence and sentence or order imposed.)



	Yes


	No


	Accommodations

	Do you consider yourself to have a disability?                                  

If you have answered yes, please give details of any assistance you may need at interview (e.g. sign language interpreter, wheelchair access)



	Yes


	No


Declaration

In submitting this application, whether signed or not, I declare that I am the person referred to on the form and that the information I have provided in this application is true, complete and accurate.

I understand that if I provide incorrect information or make a false statement, this may lead to the withdrawal of any offer of employment or, if I have already been appointed, disciplinary action which may result in dismissal from employment.

I authorise Todmorden Town Council to contact my current and former employers at the appropriate stage of the recruitment process to confirm the details provided.

I understand that canvassing (seeking support from) any Councillor or Senior Officer of Todmorden Town Council in connection with this appointment, or knowingly failing to disclose such a relationship, will disqualify me from the recruitment process.

In accordance with the Immigration, Asylum and Nationality Act 2006, I confirm that I am entitled to work in the United Kingdom and will produce original documentation as requested to evidence my right to work.

I understand that the information contained in this application will be processed in accordance with the Data Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR) for the purposes of recruitment, equal opportunities monitoring (where applicable), and, if appointed, the administration of my employment.

Signed:

Date:
2

