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APPLICATION FOR EMPLOYMENT

Company registered in England and Wales 3088893
Completing the application form
Part 1 of this form is the main application form used as a basis for shortlisting and selection.

Part 2 will be used to monitor our diversity policy and this information will be treated confidentially and will not be made available to those involved in the selection process.

Additional information may be provided on a separate sheet.    A CV giving full employment details may be attached but the application form must be completed.
Please sign the form to certify all the information is accurate.   Note that we may check on any of the details you have provided.   Providing incorrect information or omitting or concealing any facts may result in either disqualification from the selection process or if an appointment is made in dismissal.

The information you provide is covered by the provision of Data Protection Act 1998 and once submitted you are consenting that we may handle and store the information given for recruitment and monitoring purposes and for your personal record should you be the successful candidate.  
Return the form marked Private and Confidential to:
Valerie Lindsay

Commercial Manager

Traka plc

30 Stilebrook Road

Olney

Bucks

MK46 5EA

Email:  recruitment@traka.com
	Position applied for
	

	Surname
	
	Address  
	

	First names
	
	
	

	Day phone
	
	
	

	Mobile phone
	
	
	

	email
	
	Postcode
	

	If not British or EU, do you have authority to work in the UK?

(Evidence, in the form statutory defence documents, will be required from successful applicants for proof of an employee’s entitlement to live and work in the UK)
	YES / NO*

	Where did you see this post advertised:
	

	
	



SECONDARY AND HIGHER EDUCATION, (Most recent education first)
	Dates
	School, college or university
	Exam subjects
	Results/grades obtained

	From
	To
	
	
	

	
	
	
	
	


TECHNICAL, PROFESSIONAL OR OCCUPATIONAL TRAINING/COURSES ATTENDED (Most recent training first)
	Dates
	School, college or university
	Exam subjects
	Results/grades obtained

	From
	To
	
	
	

	
	
	
	
	


EMPLOYMENT HISTORY, please start with your most recent employment history.

	Dates
	Employer’s name, address and title of position held
	Brief details of duties
	Current/final salary and reason for leaving

	From:
	To:
	
	
	

	
	
	
	
	


OTHER RELEVANT DETAILS
Please describe below how your work experience, knowledge, skills and abilities match our particular job requirements. Also give details of any key achievements you believe to be relevant.

	


MEMBERSHIP OF PROFESSIONAL INSTITUTES OR SOCIETIES (if appropriate)

	


DRIVING LICENSE – The information provided will be confidential and will be considered only in relation to this application.
	Current driving license?
	YES / NO*
	

	Any current endorsements?
	YES / NO*
	If yes give details:

	Any prosecutions pending?
	YES / NO*
	If yes give details:


List any absences from employment during the last 12 months (other than holidays) with reasons.

	


EMPLOYMENT SITUATION

	Notice required
	

	Current salary  
	

	Guaranteed bonus
	

	Benefits
	


REFEREES

Please give below the names and addresses of people to whom we may apply for information about your work, experience and attendance record.  Please indicate how you know the second referee (they should not be related to you).  One referee must be your most recent or current employer (if previously employed). If you have just left school/college, you may supply details of your Head Teacher/Principal.   NB References will only be taken up at any offer stage and with your permission.
	
	Current employer
	
	Other

	1
	Name 

Address
	2
	Name 

Address 

	
	
	
	

	
	Post code 

Phone number 

Email 
	
	Post code 

Phone number 

Email 

Relationship with referee  


I certify that the information contained in this application is correct, and I agree that Traka plc may take reasonable steps to verify this information. I understand that any wilful or negligent mis-statement could lead to my application being rejected or to my dismissal if engaged.
Signed





 Date  
Print Name:                                             
*delete as appropriate

EQUAL OPPORTUNITIES MONITORING FORM

Traka plc is an equal opportunities employer. We have an equal opportunities policy, the aim of which is to ensure that no job applicant receives less favourable treatment on irrelevant grounds (e.g. sex, race, colour, ethnic or national origins, age, disability, religious, sexual orientation or marital status), nor is disadvantaged by conditions or requirements which cannot be shown to be justified and relevant to the job. 

	Position applied for
	
	Date of birth
	

	Surname
	
	Gender
	

	First names
	
	Maiden name if appropriate
	

	Title 
	
	
	


DISABILITY (Under the Disability Discrimination Act, a disability is defined as a physical or mental impairment which has a substantial and long-term adverse effect on a person's ability to carry out normal day to day activities).

	Do you consider yourself disabled?  
	

	If yes please state the nature of your disability.
	

	Do you have any requirements eg equipment, special access arrangements or facilities in order to attend and complete the interview process.
	

	If you would require any adjustments made to the job to accommodate your needs please give details.
	


Note:  if you are selected for interview, information on any adjustments required will be provided in confidence to the interview panel members in order that your needs may be discussed further with you.
Have you ever been convicted of an offence that is not ‘spent’ under the Rehabilitation of Offenders Act 1974, or do you have any prosecutions pending against you?  YES /NO.

If the answer is yes, please provide details in a separate sealed envelope addressed to the HR Manager and marked ‘Confidential’ the nature of the conviction and its relevance to the job in question will be carefully considered.
Ethnic origin:

	Asian or Asian British
	
	Black or Black British
	
	Mixed
	

	Indian
	
	African
	
	White and Black Caribbean
	

	Bangladeshi
	
	Caribbean
	
	White and Black African
	

	Pakistani
	
	Other black background
	
	White Asian
	

	Other Asian Background
	
	
	
	Other mixed background
	

	(specify)
	
	White
	
	
	

	
	
	British
	
	Other ethnic group
	

	Chinese
	
	Irish
	
	(specify)
	

	
	
	Other White background
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