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	APPLICATION FORM – LONDON LIVING WAGE INTERN


	Closing Date:
	12 noon Friday 29 March 2019 
	Interview Date:
	11 April 2019 


	It is important that you read the guidance notes before completing this application form. Please complete this form fully, CVs are not accepted. Applications received after the closing date will not normally be considered.

	THE INFORMATION YOU SUPPLY ON THIS FORM WILL BE TREATED IN CONFIDENCE.


	Section 1
Personal details


	Last Name:
	     
	First Name:
	     

	Title:
	     
	Previous Names (if any):
	     


	Address:
	     

	
	     

	
	     


	Postcode:
	     


	Home Telephone No:
	     
	Mobile No:
	     

	Email address: 
	     
	
	


	Are you free to remain and take up employment in the UK with no current immigration restrictions?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	If you will be asked to provide relevant evidence of the above details if you are short listed for interview.


	Section 2
Present Employment 

	Present Employment (If currently unemployed give details of last employer)

	Name of Employer:
	     


	Address:
	     

	
	     

	
	     

	Postcode:
	     


	Post Title:
	     

	Date of Appointment:
	     
	Salary:
	     


	Brief description of duties:

	     


	Period of Notice:
	     
	Last day of service

(if no longer employed):
	     


	Reason for leaving

(if no longer employed):
	     


	Section 3
Previous Employment

	Previous Employment (most recent employer first)..  Add further boxes and pages if necessary. There is no need to go back further than 10 years. 

	


	Name of Employer:
	     

	Address:
	     

	
	     

	
	     
	Postcode
	     


	Start date:
	     
	Leaving date:
	     


	Job title: 
	     
	Salary: 
	     


	Summary of duties:

	     


	Reason for leaving:
	     

	


	Name of Employer:
	     

	Address:
	     

	
	     

	
	     
	Postcode
	     


	Start date:
	     
	Leaving date:
	     


	Job title: 
	     
	Salary: 
	     


	Summary of duties:

	     


	Reason for leaving:
	     

	


	Name of Employer:
	     

	Address:
	     

	
	     

	
	     
	Postcode
	     


	Start date:
	     
	Leaving date:
	     


	Job title: 
	     
	Salary: 
	     


	Summary of duties:

	     


	Reason for leaving:
	     

	


	Section 4
Unpaid employment/voluntary work

	Previous Employment (most recent employer/organisation first)..  Add further boxes and pages if necessary. There is no need to go back further than 10 years. 

	


	Name of Employer:
	     

	Address:
	     

	
	     

	
	     
	Postcode
	     


	Start date:
	     
	Leaving date:
	     


	Job title: 
	     
	Salary: 
	     


	Summary of duties:

	     


	Reason for leaving:
	     

	


.....ADD FURTHER TABLES/PAGES AS REQUIRED...
	Section 5
Education

	Qualifications obtained from Schools, Colleges and Universities. Please list highest qualification first:


	School/College
	A Level or equivalent/Subjects
	Grades obtained
	Date

	     
	     
	     
	     

	Further Education/Professional qualifications
	Qualification (e.g degree, MSc, Diploma)
	Final Result (if graded)
	Date

	     
	     
	     
	     

	Continue on a separate sheet if necessary
	


	Any other relevant qualifications or records of achievement (e.g courses attended) including membership and d status of any  Professional or Technical Association.

	Please give details:


	Professional / Technical /
Management Qualifications
	Course Details

	     
	     


	Membership of any Professional / Technical Associations - Please state level of Membership:

     

	Continue on a separate sheet if necessary


	

	Section 6
Person Specification 

	Please use this section to tell us how you meet the requirements of the Person Specification.  Please provide evidence to demonstrate the skills, experience and knowledge you have gained.  This could include voluntary work or other activities which you consider relevant to this position.  Make sure you give us examples to demonstrate how you meet each requirement.  The word limit for this section is 1000 (which is approximately 2 sides of A4).  Any applications including answers which are over the word limit specified may be automatically discounted depending on the volume of applications.  


	1
	Strong attention to detail.

	
	     


	2
	Good written and spoken English

	
	     


	3
	IT skills including Word, Excel (experience of databases and web administration desirable but not essential)



	
	

	4
	Strong organisational skills with ability to develop and use systems. 

	
	     


	5
	Good communication and interpersonal skills, desire to support others in delivering their objectives. 

	
	     


	6
	Well-developed time management skills with ability to juggle tasks, manage competing priorities and work to deadlines. 

	
	     


	7
	Excellent writing skills with ability to communicate complex, sensitive issues clearly and effectively to internal and external audiences. 

	
	

	8
	Direct personal experience of one or more of the Trust’s priority areas of work (migration/refugee issues; the criminal justice system; economic disadvantage)

	
	     


	9
	Demonstrable commitment to the promotion of social justice and equality, and willingness to work within the Quaker-derived values of the Trust. 

	
	

	Word
	None
	Beginner : (Creating, saving documents, fonts, bold, copy, paste)
	Intermediate :  (letters, tables, headers, editing formatting, pagination)
	Advanced:  (mail merge, macros, )

	Indicate level  (
	     
	     
	     
	     

	Excel 
	None
	Beginner : (Creating, saving spreadsheets, basic formula)
	Intermediate : (worksheet management, lists, sorting, filters, creating graphs)
	Advanced : (pivot tables,  data manipulation, functions)

	Indicate level  (
	     
	     
	     
	     

	Databases
Please specify which Dbs you have used 
	None
	Beginner  :(data entry)
	Intermediate : (create queries, forms and reports, mail merge)
	Advanced  : (create and apply macros, develop databases)

	indicate level  (
	     
	     
	     
	     

	Power Point
	None
	Beginner: (Create basic slides) 
	Intermediate: (Insert pictures, tables and format)
	Advanced: (create slide shows, transitions)

	indicate level  (
	     
	     
	     
	     


	Section 6
References

	Please write a statement of no more than 500 words about why you want this internship, how it fits into your career aspirations and what you hope to gain from it.  T

	


	Section 7
References

	If you are offered the post, it will be subject to satisfactory references.  Please provide us with the names of two referees, one of whom should be your current or most recent employer.


	Reference 1
	
	Reference 2


	Name:
	     
	Name:
	     

	Position:
	     
	Position:
	     

	Work Relationship:
	     
	Work Relationship:
	     

	Organisation:
	     
	Organisation:
	     


	Address:
	     
	Address:
	     

	
	     
	
	     

	
	     
	
	     

	
	     
	
	     

	
	Postcode
	     
	
	Postcode
	     


	Telephone No:
	     
	Telephone No:
	     


	E-mail:
	     
	E-mail:
	     


	Section 8
Where did you see the advertisement for this post?


	     



	Section 9
Declaration 


	I certify that the information provided is correct and should form part of the basis any engagement.  I accept that falsification of qualification or information may lead to dismissal without notice.


	Signed:
	
	Date:
	

	
	


	Please return your completed application form to Maddy Rooke-Ley at m.rooke-ley@barrowcadbury.org.uk – no later than 12 noon on Friday 29 March.  
If you are selected for interview you will have to provide us with the original documents listed in the Preventing Illegal Working document included in the application pack.
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