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           Job Application – Personal Information   

Confidential

Application for the position of:  Receptionist

Monitoring Recruitment

        This application form is designed to help us in following Equal Opportunity principles in the important area of Recruitment and Selection.
To enable the equal opportunities procedures to operate efficiently, applicants are requested to submit their details on the application form itself and to fill in all applicable sections of the form (using continuation sheets if necessary and where stated).  A Curriculum Vitae (C.V.) will not be accepted.
The reverse side of this separate sheet is used to record the personal information necessary for records and communication purpose.  

This personal information is not used to select candidates for interview.
However, as a Disability symbol user it is our policy that disabled applicants who meet the essential criteria, as set out in the Person Specification, will be guaranteed an interview.  For this reason we need to be able to identify candidates who are disabled people.  This information will only be used once all those candidates that meet the essential criteria have been identified.  
The separate sheet headed ‘Equal Opportunities Recruitment Monitoring’ will be used for equal opportunity monitoring purposes only, so that statistical information can be collected about people who are applying for jobs, those who are short listed and those who are selected. This will help check the effectiveness of the policy.
The application form will be used to select candidates for interview.

Please complete the following:


Title (Mr, Mrs, Miss, Ms etc)           


Forenames  …………………………..  
Surname  …………………………….
Address  …………………………………………………………………………..
………………………………………………………………………………………

Post Code  ………………………..

Telephone/Fax/Minicom number
E-mail
In line with our Equal Opportunities Policy, please indicate if you are a disabled person:


Yes 

No                  (please tick)

If you are offered an interview do you require any support (i.e. interpreter, large print information or tape)?
Declaration
All information provided on this sheet, the Equal Opportunities Recruitment Monitoring Form and the Application Form is, to the best of my knowledge, correct.

Signature
Date


Please ensure you have completed and enclosed:

Application Form                                                              

Equal Opportunities Recruitment Monitoring Form  

Job Application Personal Information Form  (this form)                                      

Please return the above completed forms to: Katie Boyden, Finance and Office Manager, Disability North, Castle Farm Road, Newcastle upon Tyne, NE3 1PH.
