UNIVERSITY OF GLASGOW





CONFIDENTIAL


APPLICATION FOR EMPLOYMENT





Support Staff








Please complete in black ink in block letters, or typescript, and answer all questions as fully as possible.





Position applied for:�
Department:�
Vacancy Reference�
�



Part-time secretary, grade 3


�



Physics and Astronomy�
�
�



PERSONAL DETAILS�
�
Surname








�
First names�
Title  Mr / Mrs / Miss / Ms / Dr


(delete as appropriate)


�
�
Address�
Work Tel No:





Home Tel No:�
�
�



Fax:�
�
�
Home email:





Business email:�
�






EDUCATION AND TRAINING�
�
Dates�
�
�
From�
To�
School examinations passed with grades�
�
�
�






�
�
�
�
Higher and Further Education Establishment Name�
Qualifications/Certificates achieved�
�
�
�



�
�
�
�
�



�
�
�
�
�



�
�
�
�
�



�
�
�
�
�
Other Training and Development�
Qualifications/Certificates achieved�
�
�
�



�
�
�
�
�



�
�
�
�
�



�
�
�
�
�



�
�
�
Membership of professional associations/date awarded: 











�
�
�



PRESENT OR MOST RECENT EMPLOYMENT�
�



Employer’s Name:


�



Dates of Service�



Notice required�



Present Salary/ Review Date�
�
Address:














Telephone number:





�
From:











To:�
�
�
�
Positions(s) held and responsibilities and duties performed�
�





































































�
�
How do your present responsibilities or past experiences specifically relate to the requirements of the position applied for?�
�



















































�
�
Reason(s) for leaving or wishing to leave








�
�



�



PREVIOUS EMPLOYMENT�
�
Dates


�
Name & Address of previous employers (MOST RECENT FIRST)�
Position held and responsibilities and reason for leaving�
�
From�
To�
�
�
�















�
�















�









�
�















�
�















�
�
�















�
�















�
�
�















�
�















�
�
�















�
�















�
�
�















�
�















�
�
�
(continue on a separate sheet if necessary)





HEALTH�
�
Please enter total number of absences in last three years (continue on a separate sheet if necessary): �
�
From











�
To�
Reason�
�
Are you aware of any medical condition that could affect your performance at work?  YES/NO


If YES, please give details:





�
�



OTHER ACTIVITIES�
�
Give details of hobbies & interests (include details of any public service commitments you may have eg. HM Forces):














�
�



�



REFERENCES�
�
Give details of two employment referees, one of whom should be your present or most recent employer.  In both cases it should be your line manager.


�
�
Reference 1


�
Reference 2�
�
Name:


Position:


Address:

















Tel No:


Fax No:


email:





Permission to take up reference    YES / NO


�
Name:


Position:


Address:

















Tel No:


Fax No:


email:





Permission to take up reference    YES / NO�
�



ADDITIONAL INFORMATION�
�
Where did you see this vacancy advertised:








�
�
Do you have any special requirements that need to be accommodated at interview   YES/NO


If YES please give details:





�
�
Please use the space provided below in support of your application:















































(extend overleaf if required)�
�






DECLARATION�
�



I certify that all the information I have given on this form is true and correct to the best of my knowledge.  Any false statement may be sufficient cause for rejection or, if employed, may result in the termination of employment.


�
�






Signature:�






Date: �
�
Please return to: �
Ms E Davis, Dept of Physics & Astronomy, University of Glasgow, Glasgow, G12 8QQ.


�
�
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