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APPLICATION FOR EMPLOYMENT – Confidential
Please complete this form and email to:  jobs@energyquest.co.uk
or post to Energyquest International Ltd, Old Parish Rooms, Station Road, Burley-in-Wharfedale, LS29 7JL


	Application for post of             Data/Admin Assistant


PERSONAL DETAILS

	LAST NAME



	FIRST NAME(S)




	HOME ADDRESS





POSTCODE: 
	ADDRESS FOR CORRESPONDENCE (if different)





POSTCODE: 

	EMAIL: 

	TELEPHONE NUMBER (daytime):  

	Do you hold a current driving licence?     YES/NO                      delete as appropriate

	Do you need a work permit to work in the UK?     YES/ NO     delete as appropriate

	Should you be selected for interview, are there any dates when it would be impossible for you to attend?
     


EDUCATION AND QUALIFICATIONS (Please list in chronological order starting with earliest first)

	DATE

(Month and Year)
	School, College, University 

or Educational Establishment
	Examinations taken or being studied for, courses attended,  any other qualifications (Please indicate whether full or part-time courses)
	Exam Result 

& Grade 

(with dates)

	From
	To
	
	
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


PROFESSIONAL AND SKILLS TRAINING

	Date
	Training Establishment
	Course Attended or Qualifications Gained

	     
	     
	     

	     
	     
	     

	     
	     
	     


EMPLOYMENT EXPERIENCE

	Please give the name and address of your present or most recent employer:

     
	Dates employed: 
From:       
To:            

	Post Held  
       
	Salary/Wage 
     
Notice Required  
     

	Duties        
     

	Reasons for leaving or seeking alternative employment:       


	Please list other posts held, starting with the most recent

	DATE
From                  To
	EMPLOYER
	POSITION HELD & BRIEF DESCRIPTION OF DUTIES


	REASONS FOR LEAVING please also  include gross pay details

	     
	     
	     
	     


INFORMATION TO SUPPORT THIS APPLICATION - please continue on a further page if necessary.
Please include reasons why you think you have the necessary skills and qualities to undertake this role. This should include examples of similar work you have done.
	· 


CRIMINAL CONVICTIONS 

	Have you ever been convicted of a Criminal Offence which is not spent under the Rehabilitation of Offenders Act 1974?    Please state Yes/No       
Date of conviction       
Sentence imposed       
Have you any criminal charges pending?  Please state Yes/No       
If YES, nature of offence:       



REFERENCES
	Please give name, address and position of two referees to whom references may be made. One should be your present or previous employer.

	1.        

	2.        

	POSTCODE:      
Daytime telephone number:      
	POSTCODE:      
Daytime telephone number:      


	Referees may be contacted prior to or after a verbal offer of employment is made. Offers of employment will be subject to references which are considered satisfactory.
Please state below if you DO NOT wish us to contact a referee prior to a verbal offer.
     


DATA PROTECTION STATEMENT
	The information you provide on this personal details form will be treated in strictest confidence by Energy Quest International Ltd.  By signing this form you are giving consent for all data supplied to be processed for the purpose of recruitment and selection with Energy Quest International Ltd.


SIGNATURE
	NOTE: Signature of this Application Form indicates that all information given by the applicant is accurate. Any false or misleading statements may subsequently lead to dismissal of a successful applicant. If you are e-mailing the form, printing your name is equivalent to signing the declaration. Proof of qualifications will be required. 
Signature of Applicant                                Date       



