Centre for Corporate Accountability

APPLICATION FOR THE POSITION OF OFFICE ADMINISTRATOR


Please note that:

• 
This form must be typed

• 
That we strongly encourage you to please e-mail it - rather than posting it – to  us

•
E-mail to: info@corporateaccountability.org

Otherwise post to: CCA 4th Floor, 197/199 City Road, London EC1V 1JN
•     That it is important that you have financial management experience

• 
That you are able to be interviewed on 5/6 January 2005

• 
that you would, if selected, be able to start work on or very close to 10 January 2005.

APPLICATION FOR THE POSITION OF OFFICE MANAGER
PERSONAL

INITIALS: 


ADDRESS:


SURNAME:






TELEPHONE NUMBER: 




Day:





Evening:


POSTCODE: 


REFERENCES

Please give details of two referees, one of whom must be your present or most recent employer or equivalent (e.g. academic tutor or teacher). References will not be taken up before selection.

NAME:





ADDRESS:









POSTCODE:



RELATIONSHIP:







NAME:





ADDRESS:









POSTCODE:



RELATIONSHIP:





APPLICANTS WITH DISABILITIES

Is there any special provision which you require to ensure that you receive a fair selection interview? Please specify:

START DATE
If appointed, when would you be able to start?





EMPLOYMENT HISTORY

PRESENT OR MOST RECENT EMPLOYMENT




EMPLOYER`S NAME: 

EMPLOYED FROM: 



ADDRESS:


EMPLOYED TO: 






(if applicable)






MOST RECENT SALARY: 






Job Title
Brief Description of Main Tasks and Responsibilities

REASON FOR LEAVING THIS POST:

PREVIOUS EMPLOYMENT – Please continue on a separate sheet if necessary


Date From 
Date To
Name of Employer
 
Job Title
Main Tasks & Responsibilities
TRAINING & EDUCATION
Please outline what formal education, vocational or professional qualifications and short course training you have undertaken which are relevant to the post:

   Date
Examinations / Qualifications / Training Courses

VOLUNTARY WORK
Please outline any voluntary work you have done in the past or are involved in currently which is relevant to the post:

 Date From
 Date To
Organisation

Type of Work

WHAT RELEVANT SKILLS, ABILITIES AND EXPERIENCE COULD YOU BRING TO THIS POST?

Please be as specific as possible and ensure that your response relates to the requirements of the job, as outlined in the person specification and job description. You may use a separate sheet if necessary.

 Why are you interested in this position and what are your expectations from it?

(Please do not exceed this space in your answer)

DECLARATION
Please note: If any information given by you in this application is later found to be false or if you wilfully suppress any relevant facts, you may be dismissed.
I declare to the best of my knowledge and belief, the information I have given on this form is correct.

SIGNED:




DATE:


1
2

