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	Job Application Form (External) 



This form should be completed by candidates who are not currently employed by the Treasury. Current Treasury employees should complete the Internal Application Form.

For current Civil Servants applying for this post on promotion, you should also complete a Promotion to Post form (link), and submit this with your application along with your two most recent appraisal reports.

Please do not substitute a CV for this form.

Please return your completed application to the recruiting line manager via email with a copy to  hrrecruitment@hmtreasury.gsi.gov.uk.


All boxes on this form are expandable.

	Vacancy Details
	
	
	

	Job Reference
	Job Title
	Job Range
	Where did you see this vacancy?

	     
	     
	     
	     



PART 1: ABOUT YOU
	Surname
	     
	Title (Mr, Mrs, etc)
	     

	Forename(s)
	     

	Home Address
	     

	Correspondence Address (if different to home address)
	[bookmark: Text40]     

	Email address
	     

	Telephone Numbers  (home)
	     
	Mobile Number
	     

	Telephone Number (work)
	     

	National Insurance Number
	     



	Existing Civil Servants Only

	Are you an existing Civil Servant?
	Yes
	|_|
	No 
(Go to Part 2)
	|_|

	If Yes, have you been declared surplus?
	Yes
	|_|
	No
	|_|

	Were you recruited through fair and open competition?
	Yes
	|_|
	No
	|_|

	What is your employment status?
	Permanent
	|_|
	Temporary
	|_|

	What is your substantive grade? AO, EO, HEO etc.
	

	If you are unsure about any of the above, then please check with your HR provider

	Name of Home Department or Agency
	

	HR Contact (name/email address/phone number)

	



	If this role is offered as a loan, you must have permission from your home department before applying.




PART 2: HOURS OF WORK
	Do you wish to work part time?
	Yes
	|_|
	No
	|_|
	If yes, how many hours per week?
	     



PART 3: DISABILITY
	Guaranteed Interview Scheme (GIS): This guarantees to interview all disabled candidates (as defined by the Equality Act 2010) who satisfy the minimum criteria for the role. 

	Do you wish to apply under the Guaranteed Interview Scheme? (you should only select ‘Yes’ if you are able to satisfy the requirements set out above)
	Yes
	|_|
	No
	|_|

	Should you be called to interview please specify below any special facilities/arrangements you require:

	     



PART 4: EDUCATION AND QUALIFICATIONS
	Please state where these were obtained if outside the UK

	Secondary and College Education (most recent first)

	Subjects/courses studied and institution
	Level
	Result/Grade

	     

	     
	     

	Higher Education

	Subjects/courses studied and institution
	Degree and type
	Result/grade

	     


	     
	     

	Subject of postgraduate research (if any)
     


	Professional/occupational training/qualifications

	Professional or other qualifications, membership of professional societies and date admitted where relevant
     


	Other relevant specialist training / courses attended
     



PART 5: ABOUT YOUR CURRENT EMPLOYMENT
	Please give details of your present or most recent employment

	Name of employer
	     

	Details of salary, bonuses etc.
	     

	Dates of employment
	     

	Address (including postcode)
Email address/fax number
	     

	Job title
	     

	Reason for leaving
	     

	Notice period
	     

	Please provide brief details of the nature of work and your responsibilities:
     




PART 6: ABOUT YOUR PAST EMPLOYMENT AND CAREER HISTORY
	Employer’s name, address and type of business
	Dates 
From
	
To
	Position held and main duties
	Reason for leaving

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     




	Time unaccounted for above and any time spent abroad within the last 3 years and for a period of more than 6 months.  

	     



PART 7: REFEREES
	
As part of your pre-employment checks, we require references that cover the previous complete year of employment.
· If you have been in employment for this period, please provide details of all employers including your current/most recent
· If you have been studying during this period, please provide details of an academic reference
· If none of the above apply to you, please provide details of a personal reference. This must be a person who knows you well, is not a relative, and is of professional standing e.g. doctor, accountant, civil servant etc.

	Referee 1

	Full name
	     

	Occupation
	     

	Address 
	     

	Email address
	     

	Telephone Number
	     
	Fax Number
	     

	Referee 2

	Full name
	     

	Occupation
	     

	Address 
	     

	Email address
	     

	Telephone Number
	     
	Fax Number
	     

	Referees will be contacted once you have accepted a provisional offer and not before. By returning this application form you are giving your permission for us to contact the referees at the stated time.



PART 8: ABOUT YOUR NATIONALITY
	Alias(es)/Other name(s) used
	     

	Nationality at birth
	     

	Present nationality
	     

	Have you ever possessed any other nationality or citizenship?
	Yes
	|_|
	No
	|_|

	If ‘Yes’ please specify:      

	Are you subject to immigration control?
	Yes
	|_|
	No
	|_|

	If ‘Yes’ please specify:      

	Are you lawfully resident in the United Kingdom
	Yes
	|_|
	No
	|_|

	Are there any restrictions on your continued residence in the UK?
	Yes
	|_|
	No
	|_|

	If ‘Yes’ please specify:      

	Are there any restrictions on your continued freedom to take employment in the UK
	Yes
	|_|
	No
	|_|

	If ‘Yes’ please specify:      

	If applicable, please state your Home Office / Port reference number here:      

	Please note: we will seek documentary evidence of your eligibility to work in the UK at interview



PART 9: ABOUT YOUR SKILLS, KNOWLEDGE AND EXPERIENCE
	To complete this section, please refer to the Person Specification section of the Role Profile. You should show your suitability by providing evidence of how you meet the required:
· skills, 
· knowledge and 
· experience needed for the role.

The evidence you present in this section will be used to determine whether you will be invited to the next stage of the recruitment process. 

You should provide evidence using no more than 250 words for each individual criterion.

NB You are not required to address the Key Competencies for the role, but you are advised to think about how you meet these in preparation for the interview stage.

	     



	Availability for Interview

	Please provide us with details of any dates that you will not be available for interview:
     




	Important: Data Protection Act (1998).  This form asks you to supply “personal” data as defined by the Data Protection Act 1998. You will be supplying this data to the Treasury where it will be processed exclusively for the purpose of managing your application and vetting including against the UK’s Immigration and Nationality records and with appropriate third parties.  The HR or Security authority will protect the information which you provide and will ensure that it is not passed to anyone who is not authorised to see it.

By signing the declaration on this form, you are explicitly consenting for the data you provide to be processed in the manner described above.  If you have any concerns, about any of the questions or what we will do with the information you provide, please contact HR Recruitment on 01603 704741




PART 10: DECLARATION
	I declare that this application form has been completed by me and all the information I have given is true to the best of my knowledge and belief. I understand that if I have given any information I know is false, or if I withhold any relevant information, it may lead to my application being rejected, or if I have been appointed, to my dismissal.

	Signature (if sending electronically, please type name if you do not have an electronic signature)
	Date
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