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NCUK Application for Employment: CONFIDENTIAL






	Post Applied for
	

	Where did you first see this post advertised?
	



	Instructions

	Please complete this form in black type. You should relate your qualifications, skills and experience against the requirements of the job description and person specification. Please mark any sections which you feel are not relevant as “not applicable”. Please do not submit a CV with your application as it will not be considered in the selection process.



	Submitting your application

	You should return your completed application form by email to vacancies@ncuk.ac.uk. 



	Declaration of eligibility for employment in the United Kingdom (UK)

	NCUK has a legal obligation to check that prospective employees have the right to work in the UK. If you do not have the right to work in the UK you should not submit an application for employment for this post. If you do have the right to work in the UK, you will be required to provide documentary evidence of your eligibility if you are invited to interview. In most cases this would UK passport, a passport or identity card from a country in the European Union, the European Economic Area or from Switzerland, or a valid work visa. 

	Are you eligible for employment in the UK?
	




	A - Personal details

	Given Name:
	
	Family Name:
	

	Title:
	
	Preferred Name:
	

	Address:
	

	Postal Code:
	
	Country:
	

	Nationality:
	
	National Insurance or Passport Number:
	

	Email Address:
	
	Telephone:
	

	Note that if invited to interview NCUK will contact you by email.




	B - Qualifications 

	Please provide details of your highest level qualification and, where appropriate, provide details of other qualifications obtained that are relevant to the Job Description and Person Specification. If you are invited to an interview we will ask you to bring proof that you hold these qualifications. 

	Educational establishment
	Dates
	Qualification obtained (including subjects)
	Grade or classification (if applicable)

	
	
	
	

	
	
	
	

	
	
	
	




	C - Membership of professional bodies

	If you are a member of any professional bodies please list them below.

	Professional body
	Level of membership

	
	

	
	




	D - Personal and professional development

	Please give details of any training that you have undertaken (for example, IT training), activities that you engage in (for example, voluntary work) or positions of responsibility that you hold (for example, school governor) and demonstrate how these are relevant to the post that you are applying for.

	Training, activity or responsibility
	How it is relevant to this post

	
	

	
	

	
	




	E - Proficiency in information technology

	Please indicate your level of proficiency in software packages or, if applicable, programming languages that you that you use. You do not need to duplicate any information already provided in sections B or D.

	Software package or programming language
	Proficiency

	
	

	
	

	
	



	F – Employment history

	Starting with your most recent employer, please provide information about your employment history and responsibilities. Space is provided for your three most recent posts but if you have more than three relevant positions copy these boxes and tell us about them. 

	Current/most recent salary: 
	
	Notice Period:
	



	Name and address of employer:
	

	Job title:
	

	Start date:
	
	End date:
	

	Length of service: 
	

	Reason for leaving:
	

	Brief summary of responsibilities: 

	



	Name and address of employer:
	

	Job title:
	

	Start date:
	
	End date:
	

	Length of service: 
	

	Reason for leaving:
	

	Brief summary of responsibilities: 

	



	Name and address of employer:
	

	Job title:
	

	Start date:
	
	End date:
	

	Length of service: 
	

	Reason for leaving:
	

	Brief summary of responsibilities: 

	




	Continuity of employment

	If you have had any breaks in your continuity of employment please tell us about them here.

	



	G – Supporting statement 

	Your supporting statement should clearly demonstrate that you have the experience, skills/knowledge and personal styles or qualities listed Person Specification. Please do your best to address all of the essential requirements.

You can make reference to items in the Job Description if you wish. There is no word limit but we recommend that 500 – 1000 words should suffice for most posts; your statement should be concise and focussed on demonstrating your suitability for the post. Please note that the box below will expand as you complete your application.

	








	H - Referees

	NCUK will only seek references when a provisional offer of employment has been made. Please give the name and addresses of two people who have consented to provide a reference for you. These must include your latest/most recent employer and another person who can comment on your suitability for the post and/or your character. You must not offer family members as referees.

	First Referee

	Name:
	

	Company and role:
	

	Telephone number:
	

	Email address:
	

	Relationship to you*:
	

	Second Referee

	Name:
	

	Company and role:
	

	Telephone number:
	

	Email address:
	

	Relationship to you*:
	

	*For example, current employer, previous employer, personal tutor etc.



	I – Unspent Criminal Convictions

	If you have any criminal convictions that are not regarded as spent under the 1974 Rehabilitation of Offenders Act please tell us about them here.

	



	J – Declaration

	I confirm that the information provided above is correct and I understand that any false statements could result in my application or appointment being terminated. 

	Signed*:
	
	Date:
	

	*Email submissions: I understand that by returning this application by email I have electronically signed this form.
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	NCUK Equal Opportunities Monitoring Form – completion of this form is voluntary

	NCUK is an equal opportunities employer; we want to employ the best people for the post regardless of age, disability, gender and gender reassignment, marriage and civil partnership, race, religion and belief, sexual orientation. Filling in this form is voluntary but helpful; it allow us to monitor how we are doing in attracting diverse candidates and meeting our obligations around equality of opportunity.

The information provided in this form will not be used in the selection process and will not be available to the recruitment panel.

We will ask you to self-identify rather than pick from a list.

	Applicants with a disability or impairment

	If you have a disability or impairment that we should take into account if you are invited to interview (for example, wheelchair access or a sign language interpreter) or to undertake any additional assessment that might form part of the selection process, please let us know below and we will make reasonable adjustments.

	Do you consider yourself to have a disability? 
	

	If so, are there any arrangements you’d like us to make should you be invited to interview or to undertake an assessment, so that you are not disadvantaged?

	

	How do you define your ethnic origin?
	

	How do you define your marriage or civil partnership status?
	

	How do you define your gender?
	

	How do you define your religious beliefs?
	

	How do you define your sexual orientation?
	

	Thank you for supporting NCUK’s equal opportunities monitoring by completing this form. 
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