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Job Application Form

Office Manager

1  Personal Details (Please type or use black ink and block letters)
	Surname
	

	Initials
	

	Address
	

	Post Code
	

	Telephone Number
	Home: 

Work/Daytime: 

	Email Address
	

	N. I. Number
	


2
Referees  (One must be your present or most recent employer)

	Name: 

Designation: 

Address:

Tel No: 

Please state if referee may be approached:
	
	Name: 

Designation: 

Address: 

Tel No: 

Please state if referee may be approached:


	


	If appointed, when could you start work?


	How did you learn of this vacancy (name of newspaper, journal etc)?


	Signature of Applicant: 





Date: 




3
Secondary Education (Complete only if no entry is made in section 3 below)

	Dates (Yr)
	Certificates gained, listing subjects and level of pass




4
Further Education

	Dates (mth/yr)

From  

To 
	University or College


	Qualifications


	Date obtained



	Other Qualifications and Training


	Date obtained


	Awarding body




5
Present or most recent Employment

	Employer’s Name and Address
	Job Title and Dates of Employment

month and year
	Principal Responsibilities

	
	
	

	
	From
	To
	Final Salary
	Reasons for leaving/wanting to leave

	
	
	
	
	


6
Previous Employment (most recent first)
	Employer’s Name and Address
	Job Title and Dates of Employment

month and year
	Principal Responsibilities

	
	
	

	
	From
	To
	Final Salary
	Reasons for leaving/wanting to leave

	 
	
	
	
	


	Employer’s Name and Address
	Job Title and Dates of Employment

month and year
	Principal Responsibilities

	
	
	

	
	From
	To
	Final Salary
	Reasons for leaving/wanting to leave

	
	
	
	
	


	Employer’s Name and Address
	Job Title and Dates of Employment

month and year
	Principal Responsibilities

	
	
	

	
	From
	To
	Final Salary
	Reasons for leaving/wanting to leave

	
	
	
	
	


	Employer’s Name and Address
	Job Title and Dates of Employment

month and year
	Principal Responsibilities

	
	
	.

	
	From
	To
	Final Salary
	Reasons for leaving/wanting to leave

	
	
	 
	
	


7
Skills & Experience

How do your personal qualities, experience, skills and training at work or in a personal/voluntary capacity relate to this post?  (Use separate sheet if necessary)

	


7      Leisure pursuits

Give details of hobbies or interests, membership of any groups or professional bodies, voluntary work, etc.

	

	Do you hold a current UK driving licence?    


Please return completed form in hard copy or via email by 5pm on 26th November to:

Trellis

40 St John St

Perth

PH1 5SP

Fiona@trellisscotland.org.uk
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