PROTECT—Personal

(when complete)


[image: image1.wmf]Application for employment
Please write clearly or use a font (10 point or larger). Please complete all parts of the form and note that we will not consider CVs in place of an application form. Completed forms should be submitted electronically to the email address specified in the advert, or by post to: Recruitment, HR Department, Competition Commission, Victoria House, Southampton Row, London WC1B 4AD. Your equality and diversity monitoring form should be submitted at the same time, but as a separate document. The CC, or an appropriate commissioned company, reserve the right to verify any information provided in this application. The provision of false information could result in rejection during the selection process or, if appointed, dismissal without notice.

Note: to fill in check boxes you need to double click on the box and click ‘Checked’ to complete.

	1.  Vacancy details

	Post applied for
	


	2.  Personal information

	Title
	
	Surname
	

	Forename(s)
	

	Correspondence address
	Postcode: 

	Telephone number 
(include STD code)
	Day: 
	Please indicate if:
Home
 FORMCHECKBOX 

Work
 FORMCHECKBOX 

Mobile
 FORMCHECKBOX 

(See note above)

	
	Evening: 
	Please indicate if:
Home
 FORMCHECKBOX 

Work
 FORMCHECKBOX 

Mobile
 FORMCHECKBOX 


	Email address
	


	3.  Nationality and right to work in the UK

	Nationality
	

	Are you subject to any immigration controls, including the right to remain and/or work in the UK?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	
	If yes, please provide details: 

	Are you free to remain and take up employment in the UK?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


Important information: Employment is dependent upon passing HMG Baseline Personnel Security Standard. The check includes: 

(a) identity check;
(b) verification of employment history of the past three years, including any significant gaps; and
(c) verification of criminal records declaration, including any unspent convictions.
	4.  Education and professional qualifications—please state most recent first, including details of courses taken in each year with grades for each course and links or summaries of any published research or papers. You may continue on a separate sheet if necessary. If successful at interview and you agree to take up the post, we will need to verify your academic history. 

	University, college 
or school
	Dates (to and from)
	Type of qualification (e.g. A-Level, degree)
	Subject
	Grade or mark

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	5.  Training and development—please give details of any further training and development that did not lead to a formal qualification (eg first aid, computer skills). Also, please list any memberships of professional organizations.

	


	6.  Security clearance—if you can demonstrate that you have an up-to-date security clearance you should include it here, giving the level and expiry date. Please state N/A if you do not have a clearance record.

	


	7.  Current or most recent employment—If successful at interview and you agree to take up the post, we will need to verify your previous three years’ employment and/or academic history. This will include contacting previous employers. 

	Employer’s 
name and address
	
	Brief description of duties
	

	Salary (per annum) & benefits


	
	 Position held 
and contract type
	

	Dates of employment


	
	Notice period
	


	8.  Career history—please state in chronological order. You may continue on a separate sheet if necessary. If successful at interview and you agree to take up the post, we will need to verify your previous three years’ employment and/or academic history. This will include contacting previous employers. 

	Employer’s 
name and address
	Position held 
and contract type
	Brief description of duties
	Dates of employment and reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	9.  Breaks in career history—please give full details here of any period during your work history which remains unaccounted for. It is essential that any career break of six months or longer is declared here so background checks can be completed.

	


	10.  Personal statement—please describe the qualities that you can bring to this job and how you meet the person specification (with examples). You should explain briefly how you see that experience transferring to the challenges of this post. We want to know what sets you apart from others as a candidate. Please do not write more than one side of A4 or 1,000 words, but do not feel you need to reach that limit.

	


	11.  References—please provide work references to cover the last three years and a personal reference.

· Employment is dependent upon providing references that confirm your employment history, including any significant gaps.
· Referees will only be approached with your permission (see tick box below). 

· If you have never been in paid employment, an academic referee or someone who can comment on your aptitude for the post will be acceptable. 

· The personal reference needs to be someone who has known you for at least two years and can comment on your character. 

· Internal candidates must also provide a referee (who will be their current line manager).

	
	Current or recent employer/
academic referee
	Previous employer/ academic referee
	Personal referee

	Name
	
	
	

	Job title/occupation
	
	
	

	Name of organization
	
	
	

	Address 
(with postcode)
	
	
	

	Contact number
	
	
	

	Email address
	
	
	

	Relationship to you 
(eg line manager)
	
	
	

	May we contact this
referee?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 



	12.  Declaration of interests

	Are you related to or do you have a personal relationship with any employee or Member of the Competition Commission?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	If yes, please state name and relationship below:



	Do you have any interests to declare which may conflict with the work of the Competition Commission?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	If yes, please provide details below:




	13.  Declaration

	I declare that all of the information I have given on this form is correct and true. I understand that if I knowingly provide false information this may result in disciplinary action and I may be liable to prosecution and civil recovery proceedings. In such an event, I understand that my application may be rejected and/or that I may be liable to summary dismissal if I have given false information or withheld relevant details.
HMG Baseline Personnel Security Standard: I understand that, if my application is successful, appointment to my post is subject to me passing the HMG Baseline Personnel Security Standard. I understand that the Competition Commission, or the appropriate commissioned company, reserve the right to verify the information I have provided on this form.

Name:


Date:  


Electronic signature is acceptable as we will use your email as part of our assurance that you fully endorse your application.


Please submit completed application forms and your ‘Equality and diversity monitoring forms’ electronically to the email address specified in the advert, or by post to HR Department, Competition Commission, Victoria House, Southampton Row, London WC1B 4AD. Applications received after the closing date for submissions will not be considered: this includes postal applications so you may wish to use recorded or special delivery mail if you are posting your application close to the deadline. 
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