Application FormFor Office Use Only
Application Ref Number:


Please complete ALL questions

	Job Title
	ADMINISTRATOR 2026




Personal Details

	Surname/Family Name
	Click or tap here to enter text.
	First Names
	Click or tap here to enter text.
	Title
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Postcode
	Click or tap here to enter text.
	Country
	Click or tap here to enter text.
	Home Telephone
	Click or tap here to enter text.
	Mobile Telephone
	Click or tap here to enter text.
	Email Address
	Click or tap here to enter text.
	Right to Work in the UK 
Do you currently have the legal right to work in the United Kingdom? 
Please note: If you are successful in your application, you will be required to provide valid, original documentary evidence of your right to work in the UK before your employment commences.

	☐ Yes	     ☐ No




Equality Act 2010: Reasonable Adjustments
The Equality Act 2010 protects disabled people – including those with long-term health conditions, learning disabilities and non-visible disabilities.  We are committed to ensuring our recruitment process is accessible to everyone.
	Do you require any reasonable adjustments to be made during the recruitment process, including at the interview stage?

	☐ Yes	     ☐ No

	If yes, please supply details below;

	Click or tap here to enter text.



Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975
The post you have applied for is exempt from the provisions of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975.
Applicants are required to declare all convictions and cautions, including those that would otherwise be considered "spent". However, you are NOT required to disclose any spent convictions or cautions that are "protected" (i.e., eligible for filtering) under the current Disclosure and Barring Service (DBS) filtering rules. If you are successful, a failure to disclose relevant, non-protected criminal record information could result in dismissal or disciplinary action. Because this position involves regulated activity with children and/or vulnerable adults, an Enhanced DBS check with a check against the relevant Barred Lists will be required.
	Do you have any unspent convictions or cautions, or any spent convictions or cautions that are not "protected" under DBS filtering rules?

	☐ Yes	     ☐ No

	Are you currently barred from working with children or vulnerable adults, or has your name ever appeared on a DBS Barred List?

	☐ Yes	     ☐ No

	If yes to either question, please supply details below:

	Click or tap here to enter text.


Relationships
	If you are related to, or have a relationship with, an employee or trustee of the Centre, please state the relationship.

	Click or tap here to enter text.


DECLARATION
The information in this form is true and complete.  I agree that any deliberate omission, falsification or misrepresentation in the application form will be grounds for rejecting this application or subsequent dismissal if employed by the Centre.  
	I agree to the above declaration

	Signature
	Click or tap here to enter text.
	Name
	Click or tap here to enter text.	Date
	Click or tap to enter a date.


	Where did you see this vacancy advertised?
	Click or tap here to enter text.



For Office Use Only
Application Ref Number:



Education & Professional Qualifications

	Include in this section all relevant qualifications.  Please also indicate subjects currently being studied.  All qualifications disclosed will be subject to a satisfactory check.

	Subject/Qualification
	Place of Study
	Grade/result
	Year

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.




Training Courses Attended

	Include in this section any relevant training courses that you have attended or details of courses that you are currently undertaking.

	Course Title
	Training Provider
	Duration
	Date Completed

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
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Employment History
 Please record below the details of your current or most recent employer
		Employer Name
	Click or tap here to enter text.
		Address

	Click or tap here to enter text.
		Type of Business
	Click or tap here to enter text.		Telephone
	Click or tap here to enter text.
		Job Title
	Click or tap here to enter text.
		Start Date
	Click or tap to enter a date.		End Date
	Click or tap to enter a date.
		Grade
	Click or tap here to enter text.		Salary
	Click or tap here to enter text.
		Reporting to (job title)
	Click or tap here to enter text.		  Notice Period
	Click or tap here to enter text.
		Reason for leaving (if applicable)

	Click or tap here to enter text.





		Description of your duties and responsibilities

	Click or tap here to enter text.













Previous Employment
Please record below the details of your previous employment, beginning with the most recent first.  Up to 5 previous employments can be entered here.  If required, please provide additional information regarding your employment history within the ‘Supporting Information’ section.
Previous Employer 1
	Employer Name
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.	Grade
	Click or tap here to enter text.
	From Date 
	Click or tap to enter a date.	To Date
	Click or tap to enter a date.
	Reason for Leaving

	Click or tap here to enter text.
	Description of your duties and responsibilities

	Click or tap here to enter text.	


Previous Employer 2
	Employer Name
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.	Grade
	Click or tap here to enter text.
	From Date 
	Click or tap to enter a date.	To Date
	Click or tap to enter a date.
	Reason for Leaving

	Click or tap here to enter text.
	Description of your duties and responsibilities

	Click or tap here to enter text.


Previous Employer 3
	Employer Name
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.	Grade
	Click or tap here to enter text.
	From Date 
	Click or tap to enter a date.	To Date
	Click or tap to enter a date.
	Reason for Leaving

	Click or tap here to enter text.
	Description of your duties and responsibilities

	Click or tap here to enter text.


Previous Employer 4
	Employer Name
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.	Grade
	Click or tap here to enter text.
	From Date 
	Click or tap to enter a date.	To Date
	Click or tap to enter a date.
	Reason for Leaving

	Click or tap here to enter text.
	Description of your duties and responsibilities

	Click or tap here to enter text.


Previous Employer 5
	Employer Name
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.	Grade
	Click or tap here to enter text.
	From Date 
	Click or tap to enter a date.	To Date
	Click or tap to enter a date.
	Reason for Leaving

	Click or tap here to enter text.
	Description of your duties and responsibilities

	Click or tap here to enter text.


Please add additional employers/information on a separate sheet.
	If you have any gaps within your employment history, please state below.

	Click or tap here to enter text.


Supporting Information
In this section, please give your reasons for applying for this post and additional information, 
Specifically show how you match the person specification and criteria for the job (you will have been sent this document with the application form). This can include relevant skills, knowledge, experience, voluntary activities and training etc.
	Supporting information (Please continue on additional sheets if necessary).

	Click or tap here to enter text.



References
Please provide details of referees to cover a minimum of 3 years of your employment, volunteering, or training history.
Referee Requirements:
· Current/Most Recent: Your first referee must be your current or most recent line manager.
· Second Referee: This must be your previous line manager or an employer who can comment on your competence and suitability.
· Students/Recent Graduates: If you are a student or returning to work after training, please provide an academic tutor or training provider.
· Character References: If professional references are absolutely impossible to obtain, you may provide two personal character references. These must be from people who know you well but are not relatives or financial dependents
Note: All references will be verified directly with our HR department. Referees may be contacted prior to interview unless you indicate otherwise below.

Referee 1
	Surname/Family name
	Click or tap here to enter text.	First Name
	Click or tap here to enter text.
	Title
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Post Code
	Click or tap here to enter text.	Country
	Click or tap here to enter text.
	Telephone
	Click or tap here to enter text.
	Email
	Click or tap here to enter text.
	Relationship
	Click or tap here to enter text.

*Can the referee be contacted prior to interview?          ☐ Yes	     ☐ No
Referee 2
	 Surname/Family name
	Click or tap here to enter text.	 First Name
	Click or tap here to enter text.
	Title
	Click or tap here to enter text.
	 Job Title
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Post Code
	Click or tap here to enter text.	Country
	Click or tap here to enter text.
		Telephone
	Click or tap here to enter text.
		Email
	Click or tap here to enter text.
	Relationship
	Click or tap here to enter text.

* Can the referee be contacted prior to interview? ☐ Yes	     ☐ No
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