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CONFIDENTIAL APPLICATION FOR EMPLOYMENT
Please use black pen or type

	Post Applied for
	
	Job Ref 
	

	Surname
	
	Forenames
	

	

	Address for correspondence:

Postcode:
	Telephone numbers (including codes)

	
	Day
	
	Evening
	

	
	Is the day number a work number?      Yes/ No 

	
	
Tick box if you do not 

wish to be contacted at work            




	Full-time Education 

	Examinations (Level/subjects/grades)




	Further Education and Training

	University/College name
	Full/Part time
	Subjects studied
	Qualifications & grades/

class obtained

	
	
	
	


	Professional Qualifications/Institute Membership

	
	Professional Body/Institute Name
	Qualification/level of Membership

	
	
	

	Current/Most Recent Employment

	From
	
	Name, address, type of business
	

	To
	
	
	

	Position held
	

	Description of duties:


	Reporting to
	
	Current/final salary
	

	Reason for leaving or seeking other employment
	


	Previous Employment (start with most recent)

	           Dates

From             To
	Employer

(name & address)
	Post
	Final salary
	Reason for leaving

	
	
	
	
	
	

	Continue on other sheet if requires


	Job-sharing

	To be completed by applicants requiring job-sharing arrangements (where these are an option)

	Please give details of hours and days, etc when you wish to work


	

	If you have a job-share partner who is also applying independently for this post please give his/her full name
	


	Personal Information

	Are there restrictions on your rights to reside/work in the United Kingdom?


	NO
	
	YES
	
	If yes, please specify:

	Do you have any criminal convictions (other than those ‘spent’ under the Rehabilitation of Offenders Act)?


	NO
	
	YES
	
	If yes, please specify:

	Is your general state of health good?


	NO
	
	YES
	
	How many days of sickness
        TOTAL

absence have you taken in the

past twelve months?

For what reasons?



	Please specify any major illnesses, operations and chronic illnesses you have had within the last ten years, plus any other current disability:


	


	SLIC welcomes applications from all suitable people including those with disabilities.

	Are there any disabilities which may affect your application?
	NO
	
	YES
	

	Please describe any disabilities and:

1) any reasonable adjustments that you feel should be made to the recruitment process to assist you in your application for this job

2) any reasonable adjustments which you feel should be made to the   job itself which would enable you to carry out the job.


	

	Availability to take up employment (date, or period of notice you must give)


	

	Dates of holidays during next 12 months to which you are inescapably committed.


	

	Where did you learn of this vacancy? If from a press advertisement,

please specify the publication.
	


	Referees

	Please specify names, addresses and phone numbers of at least two persons, preferably including your employers during the last 3 years.  INDICATE CLEARLY IF YOU DO NOT WISH ANY REFEREE(S) TO BE APPROACHED PRIOR TO A JOB OFFER WITHOUT YOUR SPECIFIC APPROVAL. 

	

	


	Further information

	Explain how your skills, knowledge and previous experience match the requirements of this post and include any other relevant information in support of your application. (Continue on separate sheet if necessary.)




DECLARATION: I declare that the information given above is correct.

Signature:                                                                                                                           Date                                         

Please return form marked Private and Confidential to: Elaine Fulton, Director, SLIC, 1st Floor, Building C, Brandon Gate, Leechlee Road, Hamilton, ML3 6AU.
	EQUAL OPPORTUNITIES POLICY
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Equal Opportunities Monitoring

The Scottish Library and Information Council has an Equal Opportunities Policy and aims to ensure that all employees and job applicants are treated fairly irrespective of race, colour, creed, ethnic or national origin, disabilities, age, sex, sexual orientation and marital status.

To make these policies effective, it is necessary for us to record and analyse a limited amount of information about applicants, for monitoring purposes.

Confidentiality
This sheet will be detached from your application and is for monitoring purposes under the terms of good personnel practice and the duty on SLIC under the Race Relations(Amendment) act 2002.  If you are appointed, the sheet will be kept with your confidential personnel records. Sheets relating to applicants who are not appointed will be destroyed.

Please complete sections below and return this sheet with your application.

Provision of the information requested is voluntary.

	FAMILY NAME
	
	INITIALS

	

	Please indicate your ethnic origin by ticking the box you consider most appropriate, adding a few words of description if necessary.
	
	MARITAL STATUS

	WHITE
	
	
	SINGLE
	

	IRISH
	
	
	MARRIED
	

	BLACK CARIBBEAN
	
	
	WIDOWED
	

	BLACK-AFRICAN
	
	
	DIVORCED
	

	BLACK, OTHER (PLEASE DESCRIBE BELOW)
	
	
	SEPARATED
	

	INDIAN
	
	
	

	PAKASTANI
	
	
	SEX

	BANGLADESHI
	
	
	MALE
	

	CHINESE
	
	
	FEMALE
	

	OTHER(PLEASE DESCRIBE)
	
	
	
	

	
	
	AGE
	

	
	
	DATEOF BIRTH
	

	
	
	

	DO YOU HAVE, OR HAVE YOU HAD, A DISABILITY AS DEFINED BY THE DISABILITY DISCRIMINATION ACT, 1995?
	NO
	
	YES
	


POST – UK Joint Forum Co-ordinator
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