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	Post Title:






Date Received:


1. PERSONAL INFORMATION    (CONFIDENTIAL)

	Name:


	Address:

	

	

	







Post Code:  


	Contact details: (Please tick preferred contact detail)

	Email address:

	Telephone: 
Home:

	

Work:

	

Mobile:





  


2. EDUCATIONAL, TECHNICAL AND PROFESSIONAL QUALIFICATIONS

	Please state any institute or professional body in full and include attainment level

	


3. PERSONAL DEVELOPMENT

	Include any courses, membership, voluntary work or responsibilities you consider relevant

	


4. EMPLOYMENT HISTORY

(Compulsory) *Current or most recent remuneration package:- 

   Notice Period:


	Please give details of all jobs held including part time and unpaid work, starting with your current or most recent employer.

	Employer Name & 

Full Address
	Dates of employment
	Jobs Held/Key Achievements
	Reason for leaving

	
	
	
	


5. PERSONAL STATEMENT
	Please detail how you feel you meet the criteria of the job role


	


6. HOBBIES/INTERESTS
	


7. REFERENCES

	Please indicate two people who can provide references – one of whom should preferably be your present / most recent employer.


	Name:


	Name:

	Address:


	Address:

	
	

	Tel No:
	Tel No:

	Email:
	Email:

	Occupation:


	Occupation:

	I give/do not give permission to take up my references prior to an offer of employment being made. 

(Delete clearly as appropriate)


8. GENERAL

	Do you hold a current driving licence? Yes/No

Own transport?   Yes/No

	Is it a Full/Provisional/LGV/PCV licence?


	Are there any adjustments that may be required to be made should you be invited for interview?




	Are there any restrictions to your residence in the UK which might affect your right to take up employment in the UK?
Yes

No




	If yes, please provide details:




	If you are successful in your application, would you require a work permit prior to taking up employment?



Yes

No




	How did you become aware of this vacancy?



DATA PROTECTION STATEMENT
	The information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment.  The personal information that you give us will also be used in a confidential manner to help us monitor our recruitment process.

Sunderland Software City keeps personal information on all employees and provides such information only on a need to know basis.  By accepting a job offer, employees agree to our retaining such information, which can include sickness and health records, ethnic origin, trade union membership and disciplinary matters.  Once a year without charge employees can inspect their records and, if necessary, require corrections should such records be faulty.
We may check the information collected, with third parties or with other information held by us.  We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds, or in other ways as permitted by law.

By signing the application form, we will be assuming that you agree to the processing of sensitive personal data, (as described above), in accordance with our registration with the Data Protection Commissioner.




9. DECLARATION
	I declare that the information I have given in this application is accurate and true.  All claims and/or statements of skills, experience and employment will be checked.  In the event of false claims being made, any offer of employment will be terminated.  Sunderland Software City reserves the right to recover from the applicant any costs incurred as the result of the employment of an applicant who has submitted and application form (or other evidence of experience, etc) containing false claims.
Signature:








Date:




Please return the completed application form (ensuring declaration section is signed) to:

Sunderland Software City, The Sunderland Software Centre, Tavistock Place, Sunderland, Tyne and Wear, SR1 1PB – www.sunderlandsoftwarecity.com
GUIDANCE NOTES ON COMPLETING THE APPLICATION FORM

GENERAL

Sunderland Software City requires all candidates to complete an application form, as information supplied in the same format ensures that the selection process is consistent and fair.  We would not therefore normally accept Curriculum Vitae (CV) in its place.  If there is anything on the form which you do not understand, please contact the Human Resources on (019I) 562 3345.

Forms may be typed or hand-written, as you prefer. 

Please read the job description carefully before completing the form, as you will need to demonstrate that you

can meet the requirements to be considered for shortlist.

PERSONAL DETAILS

This must be completed in full.

REFERENCES

One reference quoted must be your present or most recent employer. If you have not been employed previously or have had a break from employment, you can give the names of people who know you sufficiently well to confirm the information you have given and comment on your ability to do the job for which you are applying. If you are a student, an academic referee would be acceptable.

A request for references will be done only when an offer for the vacancy has been made.  

EDUCATION, TECHNICAL & PROFESSIONAL QUALIFICATIONS
Candidates should ensure that they list all qualifications achieved.  Also, include details of awaited results.  Please note that short listed candidates will be required to bring proof of their qualifications at the interview stage.

PERSONAL STATEMENT

This is an important part of the application form and should be used to advise on how you think you will meet the criteria listed in the Person Specification.  After examining the skills, knowledge, qualifications and work experience required, endeavour to provide evidence of this.  Also, use experience/knowledge gained from voluntary work or because of any interests.  Please use headings in the Person Specification.

CLOSING DATE

Please note that application forms must be returned by 17:00 hrs on the date of closing.  Please ensure correct postage is used. 

SELECTION PROCESS

Application forms received by the closing date will be examined and a short-list drawn up.  All candidates will be informed of the outcome and short listed candidates will be asked to attend an interview.  

OFFER OF EMPLOYMENT

A formal written offer of employment will be made to the successful candidate.  You are therefore advised not to give notice on your present job until you have received our formal written offer.

HELP AND ADVICE

If you would like any further information or advice to help you apply for this post, please contact the Human Resources Department on 0191 562 3345.
APPLICATION FORM





Guidance notes for completing this form are on Page 6
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