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JOB APPLICATION FORM

City College Birmingham is committed to equal opportunities and will follow a fair and unbiased appointments procedure in assessing applicants for jobs.  

Please read the supporting enclosures before completing this form.

Since this form will be photocopied it should be completed clearly using black ink or type.

The information on this form will be treated as confidential. 

PLEASE NOTE APPLICATIONS WITHOUT A LETTER OF APPLICATION WILL BE DISCARDED 

AND ANY CVs ATTACHED WILL BE REMOVED.

ALL APPLICATIONS MUST BE RECEIVED BY THE STATED DEADLINE
	Position applied for:
	Job Reference Number:




	Name:




REFERENCES Please give details of two recent referees who can comment on your work, at least one of whom should be your current or most recent employer.  Family, friends and work colleagues will not be accepted as referees.

	First Referee i.e. Line Manager

Name  ...............................................................

Position/Job Title  ..............................................

Address .............................................................

...........................................................................

...........................................................................

Postcode  ...........................................................

Telephone  .....................................…................

Fax  ………………………………………………… 

E-mail address ……………………………………

In what capacity do they know you? ………………….........................................……

Please tick this box to give authorisation for us to contact this person for a reference.    (
	Second Referee i.e. Tutor, mentor, HR Manager (not family, friend or work colleague)

Name  ...............................................................

Position/Job Title  ..............................................

Address ............................................................

..........................................................................

..........................................................................

Postcode  .........................................................

Telephone  .......................................................

Fax  ………………………………………………… 

E-mail address …………………………………

In what capacity do they know you?                                             ………………….........................................…….

Please tick this box to give authorisation for us to contact this person for a reference.    (

	NB If either of your referees know you by a name other than your present one please give that name:  


PRESENT, OR MOST RECENT EMPLOYMENT

	Employer’s Name and Address:
	Job Title:



	
	Reporting to:



	
	Other allowances:



	
	Present salary:



	
	Date of appointment:



	
	Date Left Employment:

(if appropriate)

	Line Manager Name & job title

	Period of notice required:

	Reason for wishing to leave:


	


PREVIOUS EMPLOYMENT

Please list in date order, starting with your most recent first.

	Employer
	P/T

or

F/T
	Description of Post/

Job Title
	DATES

FROM       TO
	Total

Service
	Reason for leaving

	
	
	
	
	
	
	


EDUCATION & QUALIFICATIONS OBTAINED.  Please give details of education obtained from University, College, and Secondary School. Please list in date order, starting with your most recent first
	Dates
	P/T

or
	College/University/ Secondary school
	Qualification ie Degree, Diploma, GCSE, NVQ. You must include Maths and English qualifications.
	Subject
	Grade or class and division
	Awarding body

	From
	To
	F/T
	
	
	
	
	

	
	
	
	
	
	
	
	


N.B.  Successful applicants will be required to provide proof of qualifications.

TRAINING/STAFF DEVELOPMENT  Please list all recent, relevant training courses undertaken.

	Year
	Organising Body
	Course Title
	Length

	
	
	
	


MEMBERSHIP Please indicate membership of any organisation(s) appropriate to work.

	Name of Organisation
	Type of Membership
	Was entry obtained through examination?
	If so, state final examination year

	
	
	
	


ADDITIONAL INFORMATION In addition to your letter of application, you may wish to use this section to provide a statement in support of your application including areas such as voluntary or community activities, leisure interests and other achievements.

	


TEACHER IFL (INSTITUTE FOR LEARNING) REGISTRATION

	Do you have an IFL Membership Number?  YES / NO 
If yes please give details:  .......................................


CONSENT AND CONFIRMATION OF DETAILS

	I consent to City College Birmingham recording and processing the information detailed in this application form in accordance with the Data Protection Act 1998.

	I certify that the information submitted in this application is correct and without omission.  I understand that if I falsify information on this form, if appointed my employment may be terminated.

Signed  ___________________________________

Date  ____________________




Please return this application form to:


The HR Manager









City College Birmingham

Fax: 0121 204 0140





Amington Road
E-mail: jobs@citycol.ac.uk




Tyseley








Birmingham B25 8EP
LETTER OF APPLICATION Please use this section below to submit your letter of application. This is in support of your application outlining relevant skills and experience to this role.  In your letter you should address the points in the person specification and the job description giving the panel as much information as you can about your suitability to the post.  The letter of application should be no more than two sides of A4. A separate letter of application may be submitted instead of completing the section below.

	


CONFIDENTIAL

EQUAL OPPORTUNITIES MONITORING & INFORMATION
It is the policy of City College that no job applicant or employee receives less favourable treatment on the grounds of race, gender, disability, class, nationality, age, marital status, sexual orientation, trade union, political or religious beliefs.

In order to ensure we have specific information to support the recruitment and selection process and to monitor the progress of our recruitment and selection practices we need from you the personal details asked for in this section of the application form.

This personal information will be kept by the HR team and will not be made available to anyone before or during short listing to ensure that only your abilities, experience and qualifications are considered.

Post applied for  …………………………………………………Job Reference number …..………..

PERSONAL INFORMATION – you must complete this section

Surname ……………………………………


First Name (s) …………………………….

E-mail address……………………………


Title ………………………………………...

Address …………………………………….


Tel No. Home …………………………..…

………………………………………………


Mobile No.  ………………………………..

……………………………………………...


Tel No. Work …..………………………….

Postcode ………………………………….


Date of Birth ………………………………

In addition to personal information please complete the following:

1:
GENDER


Male
(

Female     (
2:
ETHNIC ORIGIN

How would you describe your ethnic origin (please tick box):

	Asian /Asian British – Bangladeshi
	
	
	Asian /Asian British – Indian
	

	Asian/Asian British – Pakistani
	
	
	Asian/Asian British – Chinese
	

	Asian/Asian British – Any other Asian background
	
	
	Black/African/Caribbean/Black British – African
	

	Black/African/Caribbean/Black British– Caribbean
	
	
	Black/African/Caribbean/Black British – Any other Black/African/Caribbean background
	

	Mixed/multiple ethnic groups – White and Asian
	
	
	Mixed/multiple ethnic groups – White and Black African
	

	Mixed/multiple ethnic groups – White and Black Caribbean
	
	
	Mixed/multiple ethnic groups – Any other Mixed/multiple ethnic background
	

	White – English/Welsh/Scottish/Northern Irish/British
	
	
	White – Irish

	

	White  – Gypsy or Irish Traveller

	
	
	White  – Any other White background
	

	Other ethnic group-Arab
	
	
	Other ethnic group-Any other ethnic group
	


3: 
PEOPLE WITH DISABILITIES

In accordance with the Disability Discrimination Act 1995 and good practice we are committed to providing people with disabilities an opportunity to compete fairly for jobs and to consider what adjustments might need to be made to enable them to carry out their job related activities.  The college is committed to fair selection practice, and in order to support you please answer the following questions.

Do you consider yourself to have a disability?



YES (

NO (
In applying for the post, would the college need to make any adjustments in order to enable you to attend for interview?









YES (

NO (
If yes, please give details:

………………………………………………………………………………………………

………………………………………………………………………………………………

…………………………………………………………………………..………………….

If offered employment with the college, would the college need to make any adjustments to enable you to undertake your role?








YES (

NO (
If yes, please give details:

………………………………………………………………………………………………

………………………………………………………………………………………………

…………………………………………………………………………..………………….

4: SEXUAL ORIENTATION

There is no obligation on you to answer the questions below but in doing so will enable us to improve and enforce our Equal Opportunities Policy more effectively. It will also help us comply with the Employment Equality Regulations 2003.


How would you describe your sexuality?

Gay/Lesbian                   ( 

Bi-sexual


(
Heterosexual/Straight    (

Prefer not to say
             (
5:
WORKING IN THE UK
It is a criminal offence for an employer to employ those who do not have permission to live or to work in the UK.  In general, if you are not a British Citizen or Commonwealth Citizen with the right of abode in the UK, or a citizen of any country in the European Economic Area (EEA) you will require a Certificate of Sponsorship to work in the UK.  

Are you a UK or European Economic Area National?      


YES (

NO (
If no, do you require a Certificate of Sponsorship to work in the UK?  
YES (

NO (
6:
ADVERTISEMENT

Please state where you saw this post advertised:

Birmingham Mail      (

Times Ed     (

City Colleges Internet
                (


Job Centre 
  (

FEjobs 
       (

Network for Black Professionals    (
TeachFe
               (

jobs.ac.uk    (


Other please specify
 ……………………………………………………………………….
REHABILITATION OF OFFENDERS ACT 1974

	Past cautions or convictions do not necessarily disqualify you from the post, but in the education sector all previous convictions must be declared even if it is ‘spent’.   Do you have a conviction YES/NO
Please list below details of any cautions or convictions against you giving date, type of offence, sentence/fine imposed etc.


POLICE CLEARANCE

	If this application is for a job which involves teaching have you ever received some form of warning from the Secretary of State?  YES / NO


Signature: …………………………………….
Date: ………………………………

*(please delete as appropriate)

1

