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Please note that our preferred method of application is online.

Completed applications forms should be uploaded via the Jobs Go Public recruitment portal


APPLICATION FOR EMPLOYMENT


	Position applied for
	Lifeline Administration Assistant




Personal Details


	Surname
	
	Full current driving licence
	Yes  /   No 

	Forename(s)
	
	Access to a car for work
	Yes  /   No

	Address
	
	Please delete as applicable.  Please email recruitment@harborough.gov.uk if you have answered no for disability related reasons

	
	
	Home telephone
	

	
	
	Mobile telephone
	

	Postcode
	
	NI Number 
	

	Email address
	NI Number 




Present / Last Employment

	Company name
	
	Nature of business
	

	Address
	
	Job Title
	

	
	
	Dates - From / To
	

	
	
	Grade / Salary
	

	Postcode
	
	Notice period
	

	Duties and responsibilities
	






Previous Employments

Starting with the most recent and covering no more than 10 years.  Please explain any gaps.
	Employer
	Job Title
	Grade / Salary
	Dates 
From / To
	Reason for leaving

	





	

	

	

	





	Have you been convicted of a criminal offence (other than motoring offences and spent convictions)?  Please delete as applicable.  
	Yes  /   No

	If yes, please give details
	

	Are you related to any Member or Employee of Harborough District Council?  Please delete as applicable.  
	Yes  /   No

	If yes, please give details
	

	Are you eligible to work in the UK and can provide evidence to support this?  Please delete as applicable.  
	Yes  /   No





Education

Full time and further education (include professional courses and management training)
	From
	To
	School, College or University
	Subject, level and results

	
	

	

	




Other training relevant to your application
	From
	To
	Training Provider
	Subject and level

	

	

	

	




Current studies
	From
	To
	College or University
	Subject and level

	
	
	
	



Membership of professional bodies
	From
	Body
	Membership Status

	
	
	



References

One of whom should be your present / last employer
	Name
	
	Name
	

	Job Title
	
	Job Title
	

	Company
	
	Company
	

	Address
	
	Address
	

	Postcode
	
	Postcode
	

	Telephone
	
	Telephone
	

	Email
	
	Email
	



References will only be taken up for the successful candidate.  You should ensure that your referees are in a position to respond promptly.  Any offer of employment is conditional upon pre-employment checks including receipt of satisfactory references and medical clearance.
	May we contact both your referees at that time?  
Please delete as applicable.  
	Yes  /   No




Role specific questions

	When completing this section, please refer to the Job Description and Person Specification and demonstrate how you meet the essential and (where relevant) desirable criteria, giving clear examples to demonstrate your capabilities.  Please use no more than one A4 page for this section.

	Summarise your relevant administration experience:

	

	Summarise your relevant invoicing / financial experience:

	

	Give an example of a time when you have had to demonstrate organisational skills and work independently whilst managing multiple deadlines:

	

	Give an example of a time you have demonstrated good communication skills during a challenging conversation:

	

	Summarise your experience of using the following. What do you use them for and how frequently?

	Teams:
Word:
Excel:
PowerPoint:
Outlook:
Social Media:

	Please explain what interests you about this role?

	









	General Data Protection Regulation
The information you have supplied will be used specifically in the recruitment process.  This data will be used by Harborough Council to evaluate your suitability for this role as part of the recruitment process.  On submission of your completed form, we will be able to view your application for up to 6 months after recruitment ends, after which we will delete your application from our systems and records.  You may request we delete your application data at any time.  Information relating to successful candidates will be retained on file and the information used for monitoring purposes.
Further information about how we handle your data can be found in our recruitment Privacy Policy.

	Declaration
I declare that all information, including qualifications is true, that I have not canvassed a member of the Council in connection with this application.  I understand that any canvassing or failure to disclose a relationship with a member or an employee of the Council, or false declaration of any information may disqualify me.  If such failure is discovered after appointment, I may be liable to dismissal without notice.  I declare that AI has not been used to complete this application, other than to help with a first draft and that, where AI has been used, I have edited the draft to ensure it reflects my writing style and accurately describes my knowledge, skills and experience.


Please note that, should you submit your application form electronically, you will be required to sign it prior to an offer of employment being made.

	Signature  
	Date  

	Acknowledgement
Should you require an acknowledgement for the receipt of your Application Form, please request this when emailing your completed application form.  If you have not been contacted within three weeks of the closing date it should be assumed that your application has not been successful.
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