CCDG APPLICATION FORM

	Post applied for:
	
	Closing Date:
	

	Post No (if any)
	
	Based at:
	


1.
PERSONAL DETAILS

	Title:                       Forename(s):                                                      Current Surname:

          

	Home address:
	Tel (Home)

	
	Tel (Mobile)

	
	Tel (Business)

	
	

	Postcode:
	Email Address

	Are you related to or do you have a close relationship with any employee or Director of this Company?  YES/NO

If yes, please state name and relationship.



	Current Role in Careers Wales including location if applicable: 

	Please indicate if you would prefer an interview in Welsh including any methods of assessments:  YES/NO


2. REFERENCES

Please supply the names and addresses of two persons (not friends or relatives) from whom confidential references can be obtained, who know you in an employment or educational capacity.  Internal applicants need not complete this section.  

	First Referee
	Second Referee

	Name:

	Name:



	Position:


	Position:



	Address:


	Address:



	Tel No:
	Tel No:

	Fax No:
	Fax No:

	Email Address:
	Email Address:


3. SUMMARY OF EDUCATION, EMPLOYMENT AND OTHER EVENTS

Please provide a full history since leaving Secondary Education.  Include education post 16, full-time training courses, employment, voluntary work and explanations for periods not in employment or study.  Please do not include dates.
	Institution/Name of Employer
	Course of Study or Job Title
	Other Comments / Explanation of Gaps

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4. FULL DETAILS OF PROFESSIONAL QUALIFICATIONS & TRAINING

A) Qualifications Gained: 
Please give details of your qualifications gained to date, beginning with the most recent. You must specify examining/awarding body, and grade of pass if applicable

	Qualifications Gained and Grade as appropriate
	Awarding Body

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


B) Membership of a Professional Organisation/Association: please specify, including membership grade.

	Name of Professional Body/Association
	Membership Type/Grade

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


C) Other Relevant Short or Part-Time Courses:

	Course Name
	Certificate gained

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


5. EXPERIENCE
Before completing this section, please refer to the Person Specification/ Job Description. For each of the Key Inputs listed, please write no more than 250 words per section (any word count over this will be disregarded) describing how you demonstrate the skills, knowledge and experience to deliver the Key Outputs required, i.e. tell us how your skills will transfer to the role you are applying for.

Please refer to all sections of the job description when preparing your answer, and then clearly show how you would apply your skills, knowledge, experience and personal attributes to the role you are applying for, highlighting how up to date your skills and knowledge of each aspect are and the depth of your expertise in that area.
	Key Input From Job Description
	Response

	1. Provide impartial, unbiased and focused guidance, advice and information through a mixture of face-to-face, telephone and electronic ‘interactions’ to the full range of clients. 
	

	2. Skilfully use assessment tools and techniques in order to help clients identify any barriers to their effective engagement in education, employment and/or training.
	

	3. Generate and maintain client records and reports in support of the career planning services they have received, including summary of any agreed actions.
	

	4. Improve clients’ career planning and understanding of the world of work through delivery of group sessions. 
	

	5. Provide clients with access to appropriate guidance, suitable opportunities, advocacy and improved Careers and the World of Work (CWW) and other related learning outcomes.  
	

	6. Meet customer expectations and help develop services to clients by being fully committed to Company codes of practice, the achievement of objectives, and improving quality and performance. 
	


7.
DATA PROTECTION STATEMENT

In relation to Personal Data and Sensitive Personal Data (as defined by the General Data Protection Regulations 2018) and the Privacy Notice and the Data Protection Policy provided to you with your application pack, the information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment, including taking up references (for external candidates) before any offer of employment is made.
The personal information that you give us will also be used in a confidential manner to help us monitor our recruitment process.

If you succeed in your application and take up employment with us, the information will be used in the administration of your employment with us and to provide you with information about us or third parties via your pay slip. We may also use the information if there is a complaint or legal challenge relevant to this recruitment process.

We may check the information collected with third parties or with other information held by us. We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds, or in other ways as permitted by law.

By signing the application form you are agreeing to the processing of personal data as described above, in accordance with our registration with the Information Commissioner.

8.
DECLARATION

I declare that the information I have given in this application is accurate and true. I understand that providing misleading or false information will disqualify me from appointment OR, may result in my dismissal.

	Signature:
	
	Date:
	

	
	
	
	


07/2018


