APPLICATION FORMS
WHAT IS AN APPLICATION FORM?

An application form is a detailed pro forma provided by the employer that asks you to record details of your skills, qualification’s and experience (similar to your CV) 

WHAT IS IT FOR?

The purpose of an application form is to show the employer you have all the requirements for the job you are applying for, and as with your CV, the aim is to get the employer to interview you.
WHY COMPLETE AN APPLICATION FORM RATHER THAN SUBMIT MY CV ?

Application forms come in all different forms and employers can shape the structure and content prompting specific responses which will tell them quickly about an applicant’s suitability for the role more quickly and directly than a CV can.  Remember, most job adverts attract dozens of applications and for the employer it’s all about quickly being able to see who best fits their vacancy and who doesn’t meet the essential criteria.
APPLICATION FORM TOP TIPS

An application form is often the first point of contact with an employer so it is vital that you make a good impression.  Most application forms are completed electronically, however some employers prefer to have applicants complete these manually, so if this is the case ensure you :
· Always read the form thoroughly before starting to complete it.
· Always use black ink

· If writing isn’t your strong point, write in capitals – it looks neater

· If possible, keep all writing within the space allocated

· If a section isn’t relevant to you, write N/A (not applicable)

· Double-check your spelling!

· Don’t fold the application form – use the appropriate sized envelope

REMEMBER

· Your form will probably arrive on an employer’s desk amid a pile of other application forms and if its untidy or difficult to read, they may not even read it.
ORGANISING INFORMATION ON YOUR APPLICATION FORM

Complete the following application form using your Skills Assessment and CV to help you. There are guidance notes below if you get stuck.
	APPLICATION FOR EMPLOYMENT
CONFIDENTIAL

Please complete all sections in block capitals using black ink. Please note that CVs will not be accepted for the selection process and should not be included. When completed please return to:

The Human Resources Department, T-Mobile, Dam Park, GREENOCK KA8 7EP

POST APPLIED FOR

Job Title:

Advert ref no:
Department:

PERSONAL DETAILS

Title:

Surname:
Forenames:

Former name:

Address & Postcode

Telephone Number

Day:

Evening:

Mobile:

National Insurance Number:

Email Address:

Nationality:

Do you hold a current driving licence?

HEALTH

Please state the number of days absent from work due to sickness in the past 12 months:

How many periods of absence does this represent?




	CURRENT EMPLOYMENT

Employer:

Location:

Nature of business:
From:

To:

Position Held:

Reason for leaving:

Current basic pay: £                    per annum
Duties of Post (please continue on a separate sheet if necessary)

PREVIOUS EMPLOYMENT (please continue on a separate sheet if necessary)

Employer

Position

Exact Dates

Day     Month     Year

Duties of post (in brief)
Reason for leaving

REFEREES

Name

Address

Occupation

Tel No

Name

Address

Occupation

Tel No




	SECONDARY EDUCATION

Examining Body

Subject

Grade (e.g. ABC, 123 etc)

Date Awarded

Higher

Ordinary

Standard

Other

FURTHER/HIGHER AND VOCATIONAL EDUCATION

College/University

Dates 

From                To
Full-time/Part-time

Qualifications obtained

Date awarded

MEMBERSHIP OF PROFESSIONAL INSTITUTES
Name of Institute

Class of Membership

Date Awarded/Awaiting




	FURTHER INFORMATION

State how your experience, skills and training both inside and outside of work make your application for this post particularly relevant (please continue on a separate sheet if necessary):

DECLARATION

The information in this form may be recorded on a computerised HR system. The information may be accessed by employees as per the Data Protection Act 1998.

I certify that all information contained in this form is true and correct to the best of my knowledge. I realise that false information or omissions may lead to dismissal without notice. 

Signature:……………………………………………………………………………………..  Date:…………………………………………………………………………




GUIDANCE NOTES

POST APPLIED FOR: Carefully copy down the exact title of the job you are applying for, the department and reference number. You will get these details from the advert from the job centre or recruitment agency

PERSONAL DETAILS: These are important so make sure the details are clear, especially your National Insurance number. This is your own personal account number and is unique to you and your employer needs this to ensure you get paid – ask at your job centre if you are not sure what your NI number is.
HEALTH: Write down how many times you were off sick in your last job. Then write down how many periods of sickness you had e.g. if you have put ‘5’ under number of days absent, was this 5 different single days or 5 days in a row 

CURRENT EMPLOYMENT: Give a positive reason for leaving e.g. ‘career progression’ or ‘job temporary’ or ‘work placement’. Give as much detail about your duties as you can. Try and relate these into the job description of the job you are applying for and cover things like dealing with information, communicating with people and teamwork

PREVIOUS EMPLOYMENT: Use bullet points to briefly summarise duties of previous jobs

REFEREES: Think carefully about whom you are going to use as referees. Don’t use friends or family. A work placement employer or course adviser would be ideal. Make sure you get their permission before giving their contact details.
SECONDARY EDUCATION:
If you don’t have any qualifications, write down the subjects you studied at school.
FURTHER/HIGHER AND VOCATIONAL EDUCATION: If you haven’t been to college, write down any training courses you’ve been on, including this one !
MEMBERSHIP OF PROFESSIONAL INSTITUTES: This is for membership of professional institutes such as Chartered Institute of Accountants etc. It’s fine to leave this blank
FURTHER INFORMATION: Like the personal profile part of your CV this is your chance to sell yourself. Employers will be looking for someone who is:

· A good timekeeper

· Willing to learn

· Reliable

· Able to listen and follow instructions

· Good at working in a team

· Honest

· Enthusiastic

· Hard Working

· Good at speaking and writing clearly

Try to include some of these words and phrases and remember to link your skills and qualities to the requirements of the job. Why are you right for this position? 

