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	Vacancy:
	Trainee Customer Services Advisor


PERSONAL DETAILS
	Surname:                              
	

	Forenames:
	

	Address:
	

	Postcode:
	

	Telephone 1:
	
	Telephone 2:
	

	Email:
	

	Where an email address is provided, this is the method we will use to correspond with you.

	Do you require a work permit?
	      Yes                   FORMCHECKBOX 

	No                   FORMCHECKBOX 


	If so, do you have a valid permit?
	      Yes                   FORMCHECKBOX 

	        No                   FORMCHECKBOX 


	

	Are you an existing tenant or leaseholder, related to someone who is, or has been, an employee, Director or Board Member of Arawak Walton?      
           

	         Yes
	 FORMCHECKBOX 

	        No
	  FORMCHECKBOX 


	If so, please state relationship details below:

	

	Availability:                

	The proposed interview date for the post is:
	 Thursday 27th August 2020

	Preferred contact number:
	


EMPLOYMENT AND EDUCATION
Please give details of any previous employment, paid or voluntary commencing with your present or last job followed by other positions.
	Employer name & address 
	Job title and scope of post
	From
	To
	Salary
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


QUALIFICATIONS
	Subject
	Level
	Date attained

	
	
	


OTHER STUDIES YOU ARE ATTENDING OR HAVE RECENTLY ATTENDED:
	


REFERENCES 
	Name:
	
	Name:
	

	Address:
	
	Address:
	

	Telephone number:
	
	Telephone number:
	

	Relationship:
	
	Relationship:
	

	Email address:
	
	Email address:
	

	May we approach the above without further reference to you prior to interview? 

	         Yes
	 FORMCHECKBOX 

	        No
	 FORMCHECKBOX 



   CRIMINAL CONVICTIONS
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	Do you have any criminal convictions?



	  Yes

	 FORMCHECKBOX 

	        No
	  FORMCHECKBOX 



	Please give details:




SKILLS, KNOWLEDGE AND EXPERIENCE
The information you provide in this section will be used as part of the short-listing process.  You should provide clear examples of how you meet the criteria set out in the person specification. 
Address each point on the specification and give specific examples of your experience, knowledge and skills. Use a separate sheet if necessary.
ADDITIONAL INFORMATION

	If offered this post, would you intend to continue to work in any other capacity? If so, please give details. 

	

	Please provide details of any public duties currently undertaken or anticipated (e.g. JP or Local Councillor).

	

	Where did you see this post advertised? 



	Our website
	
	Job Centre
	

	Mustard Tree
	
	Word of mouth
	

	Other (please give details
	


DECLARATION

Any appointment will be offered on the basis of your application and interview. Arawak Walton reserves the right to terminate your employment, without notice, in the event that it was discovered that the information provided was not accurate in some material way. 

I confirm that, to the best of my knowledge, the information given on this form is true and correct and can be treated as part of my subsequent contract of employment. 

I understand that after a job offer has been made, Arawak Walton reserve the right to request a medical check, basic criminal records disclosure and details of any periods of absence. 

	Signed:
	
	Electronic signature acceptable for email applications.

	Date:
	






	Name:
	


	1.
	Your age

	0-15
	
	16-24
	
	25-29
	
	30-39
	
	40-49
	
	50-65
	
	65 or over
	

	2.          Date of birth:

	3.
	What is your sex – Please state

	
	
	
	
	
	

	4.
	Your sexual orientation

	Heterosexual
	
	Lesbian Gay

 or Bisexual
	
	Prefer not to say
	

	5.
	Your religion

	None
	
	Buddhist
	
	Muslim
	
	Jewish
	
	Christian
	
	Hindu
	
	

	Sikh
	
	Prefer not to say
	
	Other
	
	Catholic
	
	
	
	
	
	

	6.
	Ethnicity (please tick the box you feel most appropriately identifies your ethnic origin)

	White
	Mixed
	Asian or Asian British

	British
	
	White & Black Caribbean
	
	Indian
	

	Irish
	
	White & Black African
	
	Pakistani
	

	Central/Eastern European
	
	White & Asian
	
	Bangladeshi
	

	Other:
	
	Other:
	
	Other
	

	Black or Black British
	Chinese 
	Other – please specify

	Caribbean
	
	Chinese
	
	

	African
	
	Vietnamese
	
	

	Other
	
	Other
	
	

	7.
	Disability 

	I consider myself to have a disability
	Yes  
	
	No   

	

	

	If you require any adjustments to the recruitment process, please contact us before an interview (i.e. induction loop, BSL interpreter, speech-to-text reporter)

	

	8.          Please tick if your first language is not English                 

	9.          Please list any other languages spoken:




Criminal Record Declaration

Posts that are covered by ROA 1974

This form must be completed by applicants for posts that are covered by the Rehabilitation of Offenders Act 1974. The information disclosed on this form will not be kept with your application form during the application process. 

Please ensure that you complete this form in full and return with your application form. If you are shortlisted for interview, please be prepared to answer questions in relation to any unspent convictions, or cautions, disclosed. Please note, any questions in relation to disclosures made will not dominate the interview process. 

Policy statement on recruiting applicants with criminal records

We recognise the contribution that ex-offenders can make as employees and volunteers and we welcome applications from them. a person’s criminal record, in itself, will not debar that person from being appointed to this post. Suitable applicants will not be refused posts because of offences which are not relevant to the role and which do not make them a risk in the role for which they are applying. 

All cases will be examined on an individual basis, taking the following into consideration:

· Whether the conviction is relevant to the position applied for.

· The seriousness of any offence revealed. 

· The age of the applicant at the time of the offence(s).

· The length of time since the offence(s) occurred. 

· Whether the applicant has a pattern of offending behaviour. 

· The circumstances surrounding the offence(s), and the explanation(s) offered by the person concerned. 

· Whether the applicant’s circumstances have changed since the offending behaviour. 

It is important that applicants understand that failure to disclose all unspent convictions could result in disciplinary proceedings or dismissal. Further advice on disclosing a criminal record can be obtained at http://www.nacro.org.uk/disclosing-criminal-records 

P.T.O.

	Surname:
	
	Forename:


	

	This post is not exempt from the Rehabilitation of Offenders Act 1974. We only ask applicants to disclose convictions which are not yet spent under the Rehabilitation of Offenders Act 1974. If you are not sure whether your convictions are spent, please contact the following for advice: http://www.nacro.org.uk/what-we-do/resettlement-advice-service/support-for-individuals/advice/frequently-asked-questions/rehabilitation-of-offenders-act,1626,NAP.html 

Do you have any unspent convictions?



	Yes
	
	No
	


	If you have answered yes above, please provide details of your criminal record in the space below. 

Please continue on a separate sheet if necessary.

  

	DECLARATION

I declare that the information provided on this form is correct. I understand that the declaration of a criminal record will not necessarily bar me from the post.



	Signed:
	
	Electronic signature acceptable for email applications.

	Date:


	


Arawak Walton will ensure that copies of this form are confidentially destroyed for any applicants that are not successful at interview stage. 




APPRENTICE APPLICATION FORM


     ARAWAK WALTON HOUSING ASSOCIATION


Please complete this form in type or black ink.


Please a) sign the application form (unless emailed) and return to the address below OR


b) email the application form to � HYPERLINK "mailto:recruitment@arawakwalton.com" �recruitment@arawakwalton.com� 





Corporate Services Manager


Arawak Walton Housing Association


Margaret House


23 Manor Street


Manchester 


M12 6HE











� HYPERLINK "http://www.arawakwalton.com/" ���





Please give details of any convictions, other than those which are ‘spent’ under the provision of the Rehabilitation of Offenders Act, 1974. Failure to disclose such convictions could result in dismissal. Any information given will be treated in the strictest of confidence. 





Where CRB checks are required, the Rehabilitation of Offenders Act, 1974 will not apply and any spent convictions must be disclosed. Failure to disclose such convictions could also result in dismissal.  Any information given will be treated in the strictest of confidence.  





For posts that are not being CRB checked the Rehabilitation of Offenders Act, 1974 will apply and only current convictions need to be disclosed.  We will be applying for basic disclosure of criminal convictions certificate for the person appointed.








EQUAL OPPORTUNITIES MONITORING FORM





We are committed to achieving equality and valuing diversity in all areas of our work.  We will ensure that all job applicants and employees are treated fairly and are not discriminated against on the grounds of gender, colour, race, nationality, religion or belief, sexual orientation, disability, age or any other factor that can form the basis of discriminatory behaviour.





This form assists us in monitoring who is applying for employment with us, our adherence to equal opportunities best practice and our progress towards identifying any barriers to diversity among our workforce.





We ask some questions regarding disability which may also assist us in determining whether any reasonable adjustments are necessary for your interview.





This form will be separated from your application as soon as we receive it and will not be seen by anyone involved in the short-listing process.  The information you give will not be considered at any stage of the recruitment process.  If you are subsequently employed by the Association, the form will be retained on your personnel file. If you are unsuccessful, this form and any other data will be destroyed within 6 months. 





For further information please read our � HYPERLINK "https://arawakwalton.com/wp-content/uploads/2018/05/Job-applicant-privacy-notice-FINAL.pdf" ��Job applicant privacy notice� 





We would appreciate your help in providing this information, which will be treated in accordance with the GDPR. 





Thank You.











EQUALITY MONITORING FORM





We are committed to achieving equality and valuing diversity in all areas of our work.  We will ensure that all job applicants and employees are treated fairly and are not discriminated against on the grounds of sex, gender, colour, race, nationality, religion or belief, sexual orientation, disability, age or any other factor that can form the basis of discriminatory behaviour.





This form assists us in monitoring who is applying for employment with us, our adherence to equal opportunities best practice and our progress towards identifying any barriers to diversity among our workforce.





We ask some questions regarding disability which may also assist us in determining whether any reasonable adjustments are necessary for your interview.





This form will be separated from your application as soon as we receive it and will not be seen by anyone involved in the short-listing process.  The information you give will not be considered at any stage of the recruitment process.  If you are subsequently employed by the Association, the form will be retained on your personnel file. If you are unsuccessful, this form and any other data will be destroyed within 6 months. 





For further information please read our � HYPERLINK "https://arawakwalton.com/wp-content/uploads/2018/05/Job-applicant-privacy-notice-FINAL.pdf" �Job applicant privacy notice� 





We would appreciate your help in providing this information, which will be treated in accordance with the GDPR. 





Thank You.














	Please continue on separate sheets if necessary.



