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APPLICATION FOR EMPLOYMENT

POSITION APPLIED FOR:  UNDERGRADUATE ADMISSIONS OFFICER


YOUR DETAILS

	Title

	 Forename(s)  

	  Surname


	Home address:  			
					
  					
					
Postcode:   				

Contact telephone number:		

Personal email address:		
 

	
Do you have the right to work in the UK?                                                                 Yes             No    

Are there any restrictions on you taking up employment in the UK?      Yes             No    

If yes, please provide details:  



Have you been convicted of any criminal offence which is not ‘spent’ under the Rehabilitation of Offenders Act 1974, or are there any criminal proceedings currently pending against you?    

Yes             No     

If yes, please give details:



       







SUMMARY OF YOUR EMPLOYMENT HISTORY (Provide your most recent employer first)

EITHER Complete a summary of your employment history below

OR Provide a copy of your up-to-date CV 

	Job Title
	Employer
	Dates of employment
	Summary of duties
	Reason for leaving

	

































	
	
	
	































YOUR NOTICE PERIOD
	
If you were offered the post, how soon could you start? 





OTHER ROLES YOU HOLD

	Please provide details of any other employment or duties (e.g. voluntary roles, territorial army, magistrate etc.) that you would continue with if you were to be successful in obtaining this position.  










YOUR REFEREES

	
Please provide contact details for referees from your two most recent employers (including your current employer) who we can contact for an employment reference if you were to be offered this position. 

The referees should be either your line manager, or a member of the organisation’s HR team. 


	1.
· Name:		

· Job Title:		

· Organisation:	

· Relationship to you:	

· Email address:	

· Telephone:	


Permission to contact if offered role?
Yes             No    

	2.
· Name:		

· Job Title:		

· Organisation:	

· Relationship to you:	

· Email address:	

· Telephone:	


Permission to contact if offered role?
Yes             No    





YOUR EDUCATION HISTORY AND QUALIFICATIONS (Most recent first)

	School / College / University                                                    
	Dates of study                                                          
	Qualifications gained 

	

	
	

	

	
	

	

	
	



YOUR TRAINING HISTORY (Relevant training only; most recent first)

	Course title                                                    
	Date completed
	Qualification gained 

	

	
	

	

	
	




YOUR COVERING LETTER

	
On a separate sheet, please provide a covering letter, addressed to the hiring manager (as stated in the job advert). 

In your covering letter to the hiring manager:
· Describe your experience and skills that make you a good fit for this position (please reference the ‘Person Specification’ given in the job description);
· Explain what you would bring to the role;
· State your interest in the role, and in St Hilda’s College.





YOUR DECLARATION (Please read this carefully before signing your application)

	
1. I confirm that the above information is complete and correct and that any untrue or misleading information will give my employer the right to terminate any employment contract offered.

1. I agree that St Hilda’s College reserves the right to require me to undergo a medical examination.  In addition, I agree that this information will be retained in my personnel file during employment and for up to six years thereafter and understand that information will be processed in accordance with the Data Protection Act. NB Should St Hilda’s College require medical information and wish to contact your doctor with a view to obtaining a medical report, the College will obtain your permission prior to contacting your doctor.  

1. I agree that should I be successful in this application, I will, if required, apply to the Disclosure and Barring Service for a basic disclosure.  I understand that should I fail to do so, or should the disclosure not be to the satisfaction of St Hilda’s College any offer of employment may be withdrawn or my employment terminated.




	
Signature:                                                                                                                                                   Date:









In support of my application to St Hilda’s College, I confirm that I have provided:

· A covering letter 							 		  
· An up-to date CV (if ‘Summary of your employment history’ not completed)		  


Please return your completed application form with your supporting documentation by email to:   rebekah.unwin@st-hildas.ox.ac.uk 

Paper copies can be posted to Rebekah Unwin, Academic Registrar, St Hilda's College, Cowley Place, Oxford, OX4 1DY.

All applications must be received by the deadline stated in the job advert.  Late applications will not be considered. 

If you have any questions about the application process please contact Rebekah Unwin, or contact the HR Manager via recruitment@st-hildas.ox.ac.uk
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