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UNITY HOUSING ASSOCIATION

APPLICATION FOR EMPLOYMENT – 
PRIVATE & CONFIDENTIAL

Please complete this form in type or black pen and do not write on the reverse of pages. Personal details are requested on a separate sheet.  Only those details necessary will be provided to managers for short listing purposes. If you are unsuccessful with your application your records will be maintained by the Association for a period of six months.  

Please sign the application form on the sixth page and send it, together with any requested enclosure(s) to:

Unity Housing Association Ltd

113-117 Chapeltown Road

LEEDS LS7 3HY

Tel: 0113-2007700 Fax: 0113-2007701

Email: uha@unityha.co.uk
Website: www.unityha.co.uk 

POSITION DETAILS

	POSITION APPLIED FOR:



	WHERE DID YOU SEE THIS POSITION ADVERTISED?:




EMPLOYMENT RECORD

CURRENT OR LAST EMPLOYMENT
	Job Title: 

	Dates of service:  FROM (Month/Year):                                  TO (Month / Year):

	Name and Address of Employer:



	Salary on leaving: 
	Notice Period:

	Please give a brief description of your main duties and responsibilities.

  

	To whom do you report?


	For which staff are you presently responsible?




PREVIOUS EMPLOYMENT

Please give details of your previous employment, starting with the most recent:

	Name of Employer
	Position held, main duties and responsibilities
	Salary on Leaving
	Reasons for leaving

	
	
	
	


Please give details of any voluntary work or unpaid work experience:
	


EDUCATION, RELEVANT QUALIFICATIONS and TRAINING
	Secondary/Further Education Establishments Attended or Training Provider
	Qualifications Obtained (Subject, Level and Grade)/ Relevant course attended

	
	

	Membership of professional/Trade organisation(s):

	

	Languages spoken fluently (other than English):

	


ADDITIONAL INFORMATION

	Please set out any additional information that demonstrates that you meet the Person Specification.  If you require more space please attach extra sheets. 



	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 (eg. JP or Local Councillor)



	Where the job applied for requires you to drive as part of your normal duties:  Do you:


	own a car?



YES  /  NO


	have a current driving licence?
YES  /  NO
        Licence:  Provisional
  Full


	have any current endorsements?
YES  /  NO
(Give Details)


	Are you authorised to work within the European Union?

Do you require a work permit?                           

If appropriate please give details of permits held:

	       Yes  /  No
       Yes  /  No


AVAILABILITY

	Are you available for interview on the proposed dates, (if dates have been advertised or known)?


DECLARATION

I understand that if I am offered a post the information submitted in this application will form the basis of my contract of employment with Unity Housing Association Ltd.   I also understand that no offer of employment made to me will be binding unless confirmed in writing.  I confirm that the information I have provided is true and correct to the best of my knowledge and I understand that any false statements may disqualify me from employment or render me liable to summary dismissal.  

Signature of Applicant ..............................................  Date ......................

CONFIDENTIAL INFORMATION
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In accordance with our Equal Opportunities and Data Protection Policies, only relevant details regarding your application will be given to manager(s) short listing or interviewing for this position.  Supplementary information as detailed on this form will only be provided if a job offer is being considered.  Until such time this form will remain confidential in the Human Resources department.  If you are unsuccessful in your application your records will be held in the Human Resources department for a period of six months.
PERSONAL DETAILS

	Surname
(Block Capitals)
	Title: Mr/Ms/Mrs

	
	(For response purposes)

	First names:
	

	
	

	Permanent Address
	Address for correspondence (if different)

	
	
	

	
	
	

	
	
	

	Postcode
	Postcode
	

	Email address:

	Telephone Nos:
	Home:
	
	Mobile:

	
	Work:
	
	May we ring you at work?    YES / NO


REFEREES

Please give names and addresses of two people to whom we may apply for references, one should be your current or last employer:
                                 1.





   2.
	Name:

	Name:

	Address:


	Address:

	Telephone No:
	Occupation:
	Telephone No:
	Occupation:

	How do you know them?
	How do you know them?

	If you are shortlisted, may we contact your referees without further permission from you?     
                         1. YES/NO                                                        2. YES/NO


SUPPLEMENTARY INFORMATION

	Have you ever worked for Unity Housing before?
                                                                                                        YES  /  NO
If yes, give details including dates and reasons for leaving:


	

	Are you related to any member of the Board of Unity Housing Association or to a member of staff?          
  

                                                                                                         YES  /  NO
If yes, please state relationship:


	

	Have you ever been convicted of a criminal offence                 

                                                                                             YES  /  NO

If yes, please give details:

(You need not include convictions which are “Spent” under the Rehabilitation of Offenders Act, 1974 unless you are applying for a position within the Exceptions order to the Act.)

	

	Do you require any special facilities to be provided to enable you to attend an interview?
                                                               
                                                                                              YES  /  NO
If YES, please explain in more detail:



	

	May you require any special adjustments to be made to work premises, practices or equipment to enable you to take up this position? 


                                                                                              YES  /  NO

   
If YES, please give detail:



	

	Have you ever had any serious illness?

How many days have you had off work due to sickness in the last two years?
Please show details of absences from work due to sickness (exceeding 1 week) in the last five years.

Please note that any offer of employment that is made could be subject to satisfactory health clearance.


UNITY HOUSING ASSOCIATION

EQUAL OPPORTUNITES MONITORING

Unity Housing Association is committed to preventing discrimination and providing equality of opportunity and thus staff appointments will be made on the basis of ability only.  In order to monitor policy, and for that reason only, we ask you to answer the questions below.  If you do not wish to complete any part of the monitoring information, you do not have to do so. Your application will NOT be affected.   Your records may be maintained on a computer database.  Under the provisions of the Data Protection Act 1998 you may see a copy of all such information about yourself.  If you have any reason to believe that your application for employment has not been fairly considered and that you may have been discriminated against for any reason please write promptly to the Chief Executive of Unity Housing Association.

POST APPLIED FOR:  ……………………………………………………………………………………………………

ARE YOU: 

MALE  

FEMALE  
(please circle)
AGE GROUP:   

Under 21     22-35     36-45     46-55     56-65     over 65     (please circle)
Would you describe yourself as:  (Please tick the appropriate box to indicate your cultural background)
	A.

Black or Black British

Black Caribbean

Black African

Other Black, please specify:

______________________________

B.

White

White British

White Irish

Other White, please specify:

_____________________________

C.

Mixed

White and Black Caribbean

White and Black African

White and Asian

Other mixed, please specify:

______________________________

D.

Asian or Asian British

Indian

Pakistani

Bangladeshi

Other Asian, please specify:

_____________________________

E.

Chinese or 

Other Ethnic Group
Chinese

Other, please specify:

_____________________________

 


Date:  …………………………………………….
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