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APPLICATION FOR EMPLOYMENT - IN CONFIDENCE 


The completion of this application form is an integral part of our recruitment process.  Please do not substitute your CV for this document.  We are happy to accept copies of your CV as a supporting document providing that all information requested on this form is completed in full.  Please complete this form in BLACK ink or type.

	POST APPLIED FOR


	


INTERNAL USE ONLY

JOB REFERENCE NO:
PERSONAL DETAILS


TITLE   Mr   Mrs   Miss   Ms   Other (specify)





FIRST NAME(S)

LAST NAME
ADDRESS


TELEPHONE NUMBER.

DAYTIME

   
(Inc STD Code)
Can we contact you on your daytime phone number?  Yes/No

 

MOBILE NUMBER.





           EMAIL



           




	NATIONAL INSURANCE NO.
	
	
	
	
	
	
	
	



Are you legally eligible to live and work in the UK 

in accordance with the Asylum & Immigration Act 1996?

         Do you need a work permit?

If your application is successful you will be required to bring proof of eligibility to work in the UK to your interview

Do you have a full current drivers licence?


     Do you own/have use of a car? 

	If yes, please detail type of licence, any endorsements and any convictions that have occurred in the past 5 years

(NB You do not have to disclose any offence which is spent under Rehabilitation of Offenders Act 1974)




So that both the employee and the Company are protected from any conflict of interest, it is our policy that employment will not normally be offered to someone that is closely related to one of our current employees.  There may be exceptions to this policy, but this will only occur where it has been approved by the Managing Director.
Do you have a relative, friend or partner who is currently employed by Mayflex?  Yes/No

ABOUT YOU
	PERSONAL PROFILE – Please give a brief description of yourself and your strengths

	


· Please provide up to six key skills you have that make you suitable for this role i.e. Detail Conscious
	1
	

	2
	

	3
	

	4
	

	5
	

	6
	


EDUCATION
	Names of Schools/ Colleges/ Universities Attended since age 11
	Qualifications gained / being sought – including grades

	
	

	
	


VOCATIONAL TRAINING 

· Please list any other further education you have had since leaving school/college; any courses you have completed either at your present or previous employer[s]; NVQ/GNVQ’s; HGV; First Aid; Evening classes that you have completed or are currently undergoing.   Please continue on a separate sheet if necessary

	Organising Body
	Course Title 
	Length

	
	
	


	PROFESSIONAL QUALIFICATIONS & MEMBERSHIPS


· Please list details of any professional qualifications or your current membership of any organisation(s) which are relevant to this job.   
	Name of Organisation
	Type of Membership

	
	


· We may request evidence of your qualifications before making an appointment

INTERESTS/ACTIVITIES AND OTHER SUPPORTING INFORMATION

· Please list any social activities that you are interested in, ie., music, sports and any organisations (voluntary or otherwise) that you belong to, including any positions of responsibility that you hold/held and when achieved

· Do you speak or read another language

	


	PRESENT / MOST RECENT EMPLOYMENT

	NAME OF EMPLOYER

COMPANY ADDRESS


	

	YOUR JOB ROLE
	
	SALARY/WAGES OTHER BENEFITS
	£
     pw/pa

	DATE EMPLOYED FROM
	
	DATE OF LEAVING (OR NOTICE PERIOD REQUIRED)
	

	BRIEF DESCRIPTION OF DUTIES (please continue on a separate sheet if necessary)
	

	REASON FOR LEAVING
	


WORK HISTORY
· Please note, any gaps in your employment history must be justified.
	NAME OF EMPLOYER


	

	YOUR JOB ROLE
	

	DATE EMPLOYED FROM
	
	DATE OF LEAVING
	

	PLEASE PROVIDE BRIEF DETAILS OF YOUR JOB RESPONSIBILITIES  & DUTIES


	REASON FOR LEAVING
	


	NAME OF EMPLOYER


	

	YOUR JOB ROLE
	

	DATE EMPLOYED FROM
	
	DATE OF LEAVING 
	

	PLEASE PROVIDE DETAILS OF YOUR JOB RESPONSIBILITIES & DUTIES


	REASON FOR LEAVING
	


PLEASE PROVIDE THE REASON YOU HAVE APPLIED FOR THIS POSITION AND WHY YOU WOULD LIKE TO WORK WITH MAYFLEX
	


	REFERENCES


· Please provide the names, addresses and occupations of two people we may approach for a reference.  One of these should be your present or most recent employer.  References are normally requested when you accept an invitation to attend a final interview.  If you wish us to wait until after the interview process is completed, please indicate below.

	NAME
	
	JOB TITLE
	

	ADDRESS &  PHONE NUMBER
	

	Capacity in which the referee knows you
	

	
	A reference may be sought prior to the Interview  YES / NO



	NAME
	
	JOB TITLE
	

	ADDRESS &  PHONE NUMBER
	

	Capacity in which the referee knows you
	

	
	A reference may be sought prior to the Interview  YES / NO




DECLARATION:  I declare that, to the best of my knowledge, the above information is correct and I accept that providing deliberately false information could result in my dismissal


SIGNED







DATE

	DATA PROTECTION ACT 1998


Mayflex is regulated by the Data Protection Act 1998 to the extent that we hold information about potential employees in the form of Curriculum Vitaes, Application Forms, Equal Opportunity Forms during the stages of recruitment.  We require you to signify your agreement that Mayflex can hold and process information about you during the recruitment process and, should you be successful, during your employment with the company.

· I confirm that, during my employment with Mayflex, at the appropriate time, I authorise the company to send my personal details to the Company Pensions Advisors to be used solely in connection with the company stakeholder or group personal pension scheme.

· I confirm that, during my employment with Mayflex, (if applicable) I authorise the company to send my person details to Private Medical Intermediaries Ltd to be used solely in connection with the company private medical healthcare scheme.

I ........................................................................ have read the above statements and agree that Mayflex can hold information provided by me in the pursuit of my application for employment/during my employment with the company.


SIGNED







DATE

REHABILITATION OF OFFENDERS ACT
Please complete this section only if you have a criminal conviction that is not considered as spent under the Rehabilitation of Offenders Act.  You are not required to declare any convictions that have become 'spent' unless they are exempted from the provisions of the Act.  Mayflex welcomes applications from ex-offenders as part of its equal opportunities policy.  The disclosure of a conviction does not automatically exclude applicants from consideration.  The offence will only be taken into account if it is considered to be one that would make you unsuitable for the type of work to be done.  The information you provide will be treated as strictly confidential and will be considered only in relation to the job you are applying.  Failure to disclose such convictions could result in dismissal.
· Do you have any criminal convictions, cautions, reprimands, final warnings, police enquiries or pending prosecutions against you, including any convictions which are regarded as ‘unspent’ under the above Act?     YES/NO
If Yes, please give details  ………………………………………………………………..
I confirm that I have declared all details of any convictions as set out in the Rehabilitation of Offenders Act 1974 or Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.


SIGNED







DATE

	EQUAL OPPORTUNITIES MONITORING


· We are an equal opportunities employer.  The aim of our policy is to ensure that no job applicant or employee receives less favourable treatment on the grounds of age, race, ethnic or national origin, disability, gender, religion, beliefs, sexual orientation, domestic circumstances, social and employment status, HIV status, gender reassignment, or political affiliation
· Our selection criteria and procedures are frequently reviewed to ensure that all individuals are selected, promoted and treated on the basis of their relative merits and abilities.

· All employees are given equal opportunity and are encouraged to progress within the organisation.

· The information on this form will be treated in confidence and will not be used as part of the selection process.  This monitoring form will be separated from your application form on receipt in the Human Resources department and will not be seen by the recruitment manager.

· We are committed to an ongoing programme of action to make this policy fully effective.  To ensure that this policy is fully and fairly implemented and monitored, and for no other reason, would you please provide the following information:-

GENDER

MALE

FEMALE
ETHNIC ORIGIN
I would describe my ethnic origin and/or nationality as:-
White:         

           British                     Irish                      Other    …………………………………………..

Mixed:         

          White/Black Caribbean                                              White/Black African

                 White/Asian                                            Other mixed background …………………….…..

Asian or Asian British:

               Indian                                                                                    Pakistani              

               Bangladeshi                                                

Other Asian background ……………………………….
Black or Black British:

              Caribbean                               African                            Other Black background …………………………
Other Ethnic Groups:

              Chinese                                                                                 Any other ethnic group  ………………………………..
Nationality: …………………………………………………………………………………………………………………..
AGE BAND:
16-24
25-29
30-34
35-39
40-44
45-49
50-54
55-59
60-65   65+
DISABILITY

The Disability Discrimination Act 1995 defines a person as having a disability if he/she has a physical or mental impairment which has a substantial and long term adverse effect on his/her ability to carry out normal day to day activities.

Do you have a disability as defined above?   YES/NO
	If you have a disability, are there any arrangements which we can make for you if you are called for an interview or in the job itself? If yes, please specify (e.g., ground floor venue)




SIGNED







DATE

















Postcode











Internal Use Only


Job Reference Number 						Candidate Number











EVENING





CANDIDATE  NUMBER:





IF Yes, please provide their name and their relationship to yourself











Excel House, Unit 15, Junction 6 Industrial Park, Electric Avenue, Birmingham B6 7JJ

Tel: 0121 326 7557     Fax: 0121 327 5886
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