[image: image2.png]Healthy Living Centre



     0117 304 1429 

   michelle.evans@wellspringhlc.org






   as post marked















Dear Applicant






POST:  Finance Administrator
Thank you for your interest in the above post.  Enclosed are the job description and application forms.

The closing date for applications is noon 28th September 2011
Interviews will be held on Monday 10th October 2011
Completing the application

Please read the attached guidelines. Also read and use the job description and person specification when filling in the application form.  

On your application form, on the first page marked ‘statement in support of application’, we need you to tell us how you have the skills and experience necessary to do the job and to illustrate how your skills match the job requirements detailed in the person specification. Specifically please tell us how you have gained and used your skills. The experience may have been gained through your personal life or spare-time activities as well as through your work. 

To assist us in applying good practice in equal opportunities we ask all candidates to complete the enclosed equal opportunities monitoring form in addition to the application forms. Please return the form in the small envelope provided. This monitoring form is kept confidential and is not shown to the selection panel.  

Please do not include your CV, as it cannot be considered.

Where to send the completed applications

In an envelope marked “Private and Confidential” to Michelle Evans, Wellspring Healthy Living Centre, Beam Street, Barton Hill, Bristol BS5 9QY.
We will inform all candidates the outcome of the selection process, and successful candidates will be called for an interview in writing.

Yours sincerely

Michelle Evans
Operations Manager
Encs
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STATEMENT IN SUPPORT OF APPLICATION

POST:  Finance Administrator 
INSTRUCTIONS
Write in black ink or type.

If you need to continue on a separate sheet for any of the sections, please do so, making sure that the additional information for each section is clearly headed. 
Refer to guidelines when completing this section.

	(office use only)
Identification number
Statement in Support of Application
(Office use only)

Identification Number:

	Statement in Support of Application (continued)
(Office use only)

Identification Number:




	Statement in Support of Application (continued)
(Office use only)

Identification Number:



	Educational Details

Please list below the qualifications attained or pending. Please begin with the most recent.

Establishment

Qualifications

Other training

(Office use only)

Identification Number:

	Previous Posts 

Please begin with your present work and go backwards. Add a separate sheet if necessary.

Dates

Name and Address of Employer

Position held and summary of duties

Salary

From:

To:

When would you be able to start?

Additional sheet (if required)
(Office use only)

Identification Number:


	Statement

I declare that all the foregoing statements are true and complete

Signature
___________________________ 


Date

___________________________ 


If someone else completed this form on your behalf, please tell us the reasons why

………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………..

Private and Confidential
References

These details do not constitute part of the selection procedure and will only be used if the selectors decide to call you for interview on the basis of your application form. The number at the bottom of this form will enable the selectors to identify your personal details form if required.

Names and addresses of persons to whom we have may make reference
i) One should be your present employer, where applicable. If you are not using your present employer as a reference please state why below.

………………………………………………………………………………..

ii) Except in the case of i), your reference should not include any members of staff of Wellspring Healthy Living Centre Ltd.
iii) May we contact your referees prior to interview?

YES / NO

Referee One



Referee Two

Name



Position

Address


                     

e-mail address: 

Relationship

to Referee

(Office use only)

Identification Number:



	Personal Details

This personal details form does not constitute part of the selection procedure and will only be opened if the selectors decide to call you for interview on the basis of your application form.

The number at the bottom of this form will enable the selectors to identify your personal details form if required.

Surname      __________________________________________________________

First names  __________________________________________________________

Address

Post Code  __________________________________

Telephone number
Home   ______________________________________

                                Mobile   ______________________________________

Do you require a work permit to work in this country?

Yes / No

If you have ticked yes, do you have a valid work permit?
         Yes / No

(Office use only)

Identification Number:


Equal Opportunities Monitoring

To assist us in applying good practice in Equal Opportunities and for monitoring only, please provide the details requested below.

This information will not be used by those involved in selection procedures, and will be kept separate on receipt and treated as confidential by our Personnel Staff. All equal opportunities forms will be analysed after the selection process is complete as part of our equal opportunities monitoring.

1 How would you describe your ethnic origin 

White



Indian


Black – African

Chinese


Pakistani
           Black – Caribbean

Bangladeshi


Black – Other

Other (please describe)  __________________________________


2 Gender

Male

Female

3 Do you consider yourself to have a disability?

Yes

No

If yes, please give brief details:  













4 What is your date of birth?  

5 How did you learn of the post for which you are applying?

(office use only)

Identification no:
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