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JOB APPLICATION FORM

PRIVATE AND CONFIDENTIAL

Please read the information pack before completing this form
CV’s will not be considered

	Post(s) Applied for:
	Service Manager 
Part-time 17.5 Hours Per Week
	Closing Date:
	Midday Tuesday 5th May 2026
*We may close this vacancy early if we believe we have enough strong applications to be able to successfully fill the role(s). Interested candidates are encouraged to apply as soon as possible



	Family name:

	
	First name:
	

	Address:


	
	Email:
	

	Home Tel:

	
	Mobile Tel:
	



	Present Or Most Recent Post

	
Name Of Employer:

Address                                          

	Start Date:
	End Date:

	
Job Title:

Salary:

Main Responsibilities:



Reason For Leaving:




	Period of Notice Required By Employer:  





	
Employment History: In chronological order from most recent
Please include any relevant unpaid work & account for any gaps in employment

	Dates
From:
	
To:
	Name of employer
	Position held/ summary of duties

	
	
	
	






	Higher Education and Professional Training including Counselling Training, other Professional Education or Membership of Professional Associations e.g. BACP:

	Dates
From:
	
To:
	College/Institution
	Qualification/Training attended




	
Person Specification

	Please read the person specification(s) carefully and provide clear evidence of how you meet each of the requirements on the person specification. 
You may continue on a maximum of two supplementary sheets.



	Anything else to add: Is there anything else that you would like to tell us in connection with your application.  




	Due to the nature of our work with children, young people and vulnerable adults, all posts within Off the Record are subject to Enhanced Disclosure and Barring Service checks. Please note that the receipt of a form showing previous convictions/cautions /warnings will not automatically exclude someone from becoming a member of staff/a volunteer at Off the Record. Previous criminal records will be considered in relation to their relevance to the work/placement applied for, the circumstances of the offence and the length of time elapsed since the offence.
If you have any concerns about this part of the application form, please contact the Director at Off the Record.


	Rehabilitation of Offenders Act (1974)

	Please give details of any unspent convictions, cautions, reprimands or warmings.


	Protecting Children & Young Adults

	Are you aware of any police enquires undertaken following allegations made against you, which may have a bearing on your suitability for this post? If yes please give details:




	Additional Information

	
Are you or is someone close to you known to Off the Record?           YES / NO
If YES, please give details

Do you need a work permit to take up employment in the U.K.?                                     YES / NO


If offered employment you may be required to complete a Medical Questionnaire. Are you prepared to undergo a medical examination before starting employment if required?                                YES / NO

Where did you see this job advertised?






	Referees: Please give details of two people that we may contact for references one of whom should be your current or most recent employer.  

	Reference 1
	Reference 2

	Name

	Name

	Organisation

	Organisation

	Address




	Address

	Postcode

	Postcode

	Contact Tel

	Contact Tel

	Mobile

	Mobile

	Email

	Email

	Relationship to you

	Relationship to you



	Declaration

	
I declare that the information given in this form is complete and accurate.  I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable to summary dismissal.   I understand these details will be held in confidence by the Company, for the purposes of ongoing personnel administration and payroll administration in compliance with the General Data Protection Regulations.  I undertake to notify the Company immediately of any changes to the above details.

Given the nature of the job for which I have applied, I understand that any offer of employment will be subject to information on my criminal record being disclosed to the Company by the Disclosure and Barring Service.  

Signed:

Printed:

Date:




Return completed Application and Equal Opportunities Monitoring form
by email to: recruitment@talkofftherecord.org
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