JOB APPLICATION FORM – SECTION A Personal & Contact Information
Section A will be separated from Section B before shortlisting and is not seen by anyone involved in the selection process. The shortlisting panel will make their decisions based on Section B without access to personal information. Please complete this form as a word document and send it as an attachment to clerk@warfieldparishcouncil.gov.uk

	Job applied for:
	Communications Officer



Your personal details

	Title (Mr / Mrs / Miss / Ms / other)
	

	Forenames
	

	Family name
	

	Previous family name if applicable
	

	Current address (and postcode)
	

	Preferred telephone number
	

	Email address
	

	National Insurance number
	

	Date and place of birth
	



Your references
Please provide the names and addresses of two referees who can comment on your suitability for this job. One reference must be your current or most recent employer. Do not use friends or relatives.

	Referee 1

	Name
	

	Position
	

	Relationship to applicant
	

	Address
	

	Postcode
	

	Email
	

	Are you happy for us to take up your references before interview? Yes or No?
	



	Referee 2

	Name
	

	Position
	

	Relationship to applicant
	

	Address
	

	Postcode
	

	Email
	

	Are you happy for us to take up your references before interview? Yes or No?
	



Additional information required
	Please state whether you have a criminal record and give details of any ‘unspent‘ convictions as defined in the Rehabilitation of Offenders Act 1974. A criminal record will not necessarily be a bar to obtaining a position at the Council, but failure to declare it might result in dismissal.

	

	Have you ever been subject to a misconduct determination by a regulatory body? Please give details. 

	



	
	Yes
	No

	Are you related to a Councillor, or employee, of Warfield Parish Council?
If yes, please provide their name and position below
	
	

	Have you worked for Warfield Parish Council, or any other local authority within the last six months? If so, please give details below
	
	

	Do you require a permit to work in the United Kingdon? If so please give details below
	
	

	[bookmark: _Hlk158116373]Have you ever been dismissed from any previous employment?
If yes, please indicate below which employment and specify the reasons for your dismissal.
	
	



	If you have a disability, are there any arrangements we can make for you if you are called for an interview?







Please note the following:
Canvassing of Members of the Council directly or indirectly for any appointment under the Council will disqualify the candidate concerned from that appointment. A candidate who fails to disclose any relationship with a member or employee of the Council or deliberately supplies information which they know to be false, will be disqualified from the appointment and if appointed, will be liable to dismissal without notice.
In accordance with the Data Protection laws all information given on this application form will only be used to determine an applicant’s suitability for the job and will be kept only for those purposes and equal opportunities monitoring.
Application forms for unsuccessful candidates will be retained for a period of six months before being destroyed.

How did you hear about this vacancy?

	Parish Council website
	
	
	Jobs go public
	
	

	Parish Council social media
	
	
	Bracknell Forest Council website
	
	

	SLCC website
	
	
	Other
	
	




Please remember to submit this section A with section B of your application



JOB APPLICATION FORM – SECTION B Experience, skills and supporting statement
Section B will be separated from Section A before shortlisting and is not seen by anyone involved in the selection process. The shortlisting panel will make their decisions based on Section B without access to personal information. Please complete this form as a word document and send it as an attachment to clerk@warfieldparishcouncil.gov.uk

	Job applied for:
	Communications Officer



Please take care when completing this section of the application form as the decision to shortlist for interview will be based entirely on the information you provide.

Supplementary information
Please type or use printed handwriting to ensure the information can be read easily.

	
	Yes
	No

	Do you hold a full valid current driving licence?
	
	

	Under the Working Time Regulations 1998, the Council must monitor the hours worked by its employees. Please confirm whether this will be your only employment. If not, please provide details including days and hours worked/work pattern.

	
	



Current/most recent employment

	Name of most recent employer
	

	Employers address
	

	Job title
	

	Date appointed
	

	Notice required to leave
	

	Date left last job (if applicable)
	

	Current/last salary
	

	Other payment / allowances
	

	Reason for leaving
	








Your current key duties and responsibilities:
	




Employment history
Starting with your most recent appointment and working backwards, ensure all periods of time are accounted for, and any gaps in employment explained, for example unemployment, voluntary work, travel etc. You may attach an additional sheet if required. Please ensure there are no gaps in the history of your employment and other experience.

	Start date
	Leaving date
	Name and address of employer
	Job title and brief description of duties
	Salary and reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Please continue on a separate sheet if necessary and attach to the application file.
Educational qualifications obtained
If the job applied for requires you to hold a particular qualification, you will be asked to produce original evidence if shortlisted for interview.
	Relevant Qualifications
(e.g. GSCE, ‘A’ level, NVQ, Degree)
	Subject
(e.g. English, Mathematics)
	Grade
(e.g. A, B, C, 1, 2, 4 Distinction, pass)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Other training and development: Please list below relevant job-related training, specialist training and include details of education currently being undertaken or planned.

	Title and brief description of course/qualification
	Date

	
	

	
	

	
	

	
	

	
	



Membership of professional bodies (if applicable)

	Institute or Association
	Level of membership
	Membership number
	How obtained
	Date obtained

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Your reasons for applying for this job (applicable to ALL applicants)

Please state the reasons why you are applying for this job. This is an important part of your application, and we strongly advise you to use this opportunity to explain your suitability for the job. All information is used to draw up a shortlist and is directly related to the fair assessment of your application. If you do not provide sufficient evidence on these points, your application may be rejected.

In your application pack, you have been given a Job Description and Person Specification which identifies the essential and desirable experience and knowledge required for the job. Please provide examples and evidence of your experience and abilities which relate directly to the job being applied for. Please continue on a separate page if required.

	



Finally, if your application form is received electronically without your signature, and you are asked to attend for interview, you will be asked to sign the form at a later date, but in the meantime, please indicate your declaration that the information is correct by ticking the box below.
I declare that to the best of my knowledge all the information on forms A and B, and any additional material supplied, is correct and that it may be used for purposes identified by the Council under Data Protection laws. I understand that the withholding of relevant information or providing any false or misleading statement could result in the application being rejected or summary dismissal if appointed and possible referral to the police.
I declare the information and any additional material supplied in support of my application is correct.
	Signature:
	
	Date:
	



Please remember to submit this section B with section A of your application

