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Office Administrator Application Form
Please complete all sections electronically or in black ink.
       EMPLOYMENT APPLICATION FORM
Please complete all sections in full. If a question does not apply to you, write “Not applicable”. Return the completed form by the closing date shown below, following the submission instructions given.

	Position Applied For
	


	Closing Date
	




1. Personal Details
	Surname
	


	Forename(s)
	


	Address
	




	Postcode
	


	Home Telephone
	


	Mobile Telephone
	


	Email Address
	


	Driving Licence

	




2. Employment Details
Current/Most Recent Employment
	Employer Name & Address
	





	Job Title
	


	From
	


	To
	


	Notice Period
	


	Reason for Leaving
	


	Main Duties and Responsibilities:
	













3. Previous Employment
	Employer
	Dates
	Job Title
	Main Responsibilities

	


	
	
	

	



	
	
	

	



	
	
	



4. Education & Training
SECONDARY EDUCATION
	School
	From
	To
	Examinations taken (include level/grade)

	     



	     
	     
	     



FURTHER EDUCATION – UNIVERSITY, COLLEGE COURSES – Please include any professional accreditations or training.
	Establishment
	From
	To
	Examinations taken
(including subject/level)
	Classification/
Grade

	
	     
	     
	     
	     






5. Additional Skills and information


Please use this section to detail your suitability for the role, reasons for applying and any other relevant supporting information including volunteer work, interests and hobbies. If you need to attach a further sheet, please feel free to do so.

	








































6. References

Referee 1
	Name
	


	Position
	


	Organisation
	


	Address
	


	Telephone
	


	Email
	


	Contact before interview? ☐ Yes ☐ No
	



Referee 2
	Name
	


	Position
	


	Organisation
	


	Address
	


	Telephone
	


	Email
	


	Contact before interview? ☐ Yes ☐ No
	



If you are closely acquainted with or related to any Trustee or employee of Community Action Nepal, please provide details:
	





8. Declaration
I declare that, to the best of my knowledge, the information provided in this application form is accurate and complete. I understand that:

(i) I understand that the deliberate omission or falsification of information could lead to disqualification of my application or later dismissal, if appointed.

(ii) I understand that the information provided on this application will be stored and processed by Community Action Nepal for a period of six months for recruitment purposes and if successful the information will be stored on CAN’s personnel filing systems both electronically and in hard copy. 

(iii) Where I cannot provide evidence of qualifications and / or suitable references I understand that the offer of employment may be rescinded and / or employment terminated.

(iv) Where the post for which I am applying requires me to work with children and / or vulnerable adults I hereby agree to a disclosure being made by the Disclosure and Barring Service about the existence and content of a criminal record unspent, or otherwise, where relevant. (A criminal record will not necessarily be a bar to obtaining a position)

(v) Should I be short-listed I understand that I will be required to provide documentary evidence of my right to live and work in the United Kingdom under the Asylum and Immigration Act 1996.

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

Please note an e-signature is sufficient but if you are unable to do this, we may ask you to sign your application at interview stage. 

Where did you hear about this opportunity? Please tick as appropriate.
	Indeed
	LinkedIn 
	Social Media
	Charity Jobs
	Our website
	Other

	
	
	
	
	
	





PLEASE RETURN YOUR APPLICATION FORM TO: nicolaterry@canepal.org.uk
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