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Application form

Guidance Notes and Monitoring Data

	Guidance notes
Type in black 

This form has been designed with the aim of giving you, as a candidate for employment with HQIP, the best opportunity to present your skills and abilities.  Before filling it out you should read any material we have sent you and consult our website.

Key points in filling out the form

Write clearly

Use only the spaces provided

Do not attach additional sheets
Complete and return Declaration of Interest together with the application form.  
Submitting your application

Only electronic applications will be accepted. Please email to HQIP.HR@hqip.org.uk 

Interview

All interviews are currently conducted via videoconferencing. You will need equipment (laptop, tablet, phone etc.) to connect with the interviewing panel via a link to be provided by HQIP ahead of the scheduled interview.  
We recommend testing your equipment and interview link in advance.  
Right to work in the UK

For all roles you will be asked to provide evidence of your right to work in the UK at application and throughout the duration of your employment. 

Please note that HQIP is unable to sponsor candidates at any stage of the application process or during employment with HQIP.
Candidate Recruitment Privacy notice 
The aim of this privacy notice is to help you to understand how we use personal data. We take our responsibilities as a data controller very seriously and are committed to keeping information secure and protect our IT infrastructure in line with industry standards and good practice.

Candidate Recruitment Privacy notice 



Application Form
	Post Applied for:  
	

	Personal Details



	Title
	

	First name(s) (underline the one you are known by)
 Surname
	

	Home address
	

	Post code
	

	Telephone

Mobile
	

	E-mail
	

	[image: image1.png]Do you need a work permit for permanent employment in the UK? YES      NO   

If yes, do you have one? YES           NO 
If yes, when does it expire? ....................................



	Availability

	If appointed, when would you be able to start i.e. what is your notice period?
	Are there any dates or times when you would NOT be available for an interview?




Education - Professional, Postgraduate, First Degree / Diploma

	Please list all degrees/diplomas/professional qualifications etc held or currently studied for, whether at first degree or postgraduate level.  List most recent first and give all results known whatever the outcome.



	From - To

Month / year
	Higher Education

Institution
	Award and Title of Award

(HND/Degree/Dipl/MSc/PhD etc)

List main subjects below  title
	Results

(expected/awarded)


	
	
	
	
	


Education - Prior to Higher Education

	Please list date (year) / qualification / subjects (grade) of all of the highest level examinations that qualified you for your Higher Education course(s) (A/AS Levels/Scottish Higher/Irish Leaving/Access/GNVQ/ Baccalaureate etc).

Include all examinations taken at this level whatever the outcome.

	Subject
	Qualification (A/AS Levels etc.)
	Date gained
	Grade
	 Additional information

	
	
	
	
	

	Number of GCSE / Standard

Grade passes (Grade C & above)
	Date(s)

gained
	Grade for

Maths
	Grade for

English language
	Number of A/A* / 7/8/9 grades

	
	
	
	
	


Current Role (if any)
Organisation  ..........................................................

From (month/year)  .................................................
Job Title and Salary   ...............................................
Reason for wanting to leave ...............................................................................
	Responsibilities




Previous Employment and Work Experience (most recent first)
	From - To

(month/year)


	Employer
	Job Title 
	Reason for leaving

	
	
	
	
	


Specific Evidence

The following questions are designed to encourage you to provide evidence of specific abilities that demonstrated as specified in the job description.  Your examples may be taken from your work, voluntary or educational experience
	Planning, implementation and achieving results:

Describe a challenging project, activity or event which you have planned and taken through to a conclusion.  Include your objective, what you did, any changes you made to your plan and state how you measured your success.




	Analysis, problem solving and creative thinking:

Describe a difficult problem that you have solved.  State how you decided which the critical issues were. Say what you did and what your solution was.  What other approaches could you have taken?



	Influencing, communication and teamwork:

Describe how you have achieved a goal through influencing the actions or opinions of others (perhaps in a team context).  What were the circumstances?  What did you do to make a difference?  How do you know the result was satisfactory?




Supporting statement
	Please write here any additional information about your work, experience, competence or skills, not covered elsewhere, which will strengthen your application. You may choose to also include any spare-time activities such as those involving organising and leading, or requiring initiative, creativity or giving intellectual development. 

Expand the box to supply up to two pages of text.



Specific Skills

	1. Specify your experience with any generic computer packages or programming languages (limited / working knowledge / extensive).
2. Indicate any additional skills that would bring value to the organisation



Personal Interests and Achievements

	Use the space below to describe with dates (year) any spare-time activities.  Include organising, leading or group activities.  Those requiring initiative, creativity or giving intellectual development are also of interest.




Referees

Please describe the nature of your relationship with any referee cited. If you do not disclose a personal relationship this could be grounds for legal action or dismissal if subsequently appointed. We will only contact your referees following your approval to do so. 
	Most recent employer
	Other Referee

	Name
	Name 

	Position
	Position

	Address
	Address

	Telephone
	Telephone

	Email
	Email


Special Requirements

	Do you have any special requirements if you are invited to attend an interview?  
	    Y   /   N

	If yes, please give details 


	


Please indicate below where you saw this post advertised:


HQIP website                          


HQIP social media   

HQIP bulletin                            

Through another organisation or network (please specify i.e. CHAIN)         ..........................................................    

Through another advertising website (please specify i.e. The Guardian, jobs.ac.uk)                  ………………………………...
Declaration

	The statements made on this form are true.  I understand any false statements may jeopardise my application and may lead to an offer being withdrawn, and if appointed, potentially facing disciplinary action including dismissal

Signed  ...............................................Name (please print)   .........................................   Date   ...../....../...........
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