Job Application Form

The application form plays the most important part in our selection process.  It is on the basis of the form that we decide whether you will be short listed for interview or not. Please do not send us your CV (Curriculum Vitae) because it may include the kind of personal details that our equal opportunities policy does not allow us to show the Interview Panel. 

Please return your Application and Recruitment monitoring forms to jobs@universities-scotland.ac.uk, 

or post to Universities UK, Woburn House, 20 Tavistock Square, London, WC1H 9HQ.
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	Name      
Position applied for      

	Please type/print clearly in block capitals.

Only give a daytime number on which you can receive calls.
	1 Personal Details

Family name 
       
      Initials  

Home address   

               

Daytime tel no                                                              

Evening tel no        
Email      
Mobile       
Where did you see this post advertised?

(Please specify publication/website)       


	Give the name and address of two people who we can contact for references, one of whom must  be your current employer.

The referees must be able to comment on your knowledge, experience and your ability to do the job you have applied for.


	2 Present employment

Basic Gross salary per year       

Additional allowances (if appropriate)      
Referee 1 (current or most recent employer) 
Referee 2

Name        
Name        
Job title      
Job title                                                           

Organisation name                                           

Organisation name                                           

Address   

          

Address                                                     

                     

Tel no                                                                

Tel no                                                                 

Fax no                                                              

Fax no                                                               

Email       
Email       
May we approach this referee before interview?   

Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
                                        

Period of notice required                                                             

In what capacity do you know this person?       
May we approach this referee before interview?   

Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
                                                                                             



	
	3 Work details

State any dates on which you will not be available for interview        
Please give us dates of any holidays you have already arranged        
Do you require a work permit?   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

If yes, when does it expire?        


	Continue on a separate sheet if necessary.

You will be required to provide evidence of your qualifications if successful at interview. 


	4 Education, and Qualifications (from age 11, starting with most recent) 

Dates (from/to

month/year

FT/PT)

Name and address of school/college

Major subjects studied

Qualifications obtained (level/grade)

Date awarded

(month/year)

Secondary level

     
     
     
     
     
Further/Higher Education/Institution:
5. Professional Qualifications 

MEMBERSHIP OF PROFESSIONAL OR TECHNICAL BODIES OR SOCIETIES

Name of Organisation

Grade of Membership

Date obtained

6. Training 

Provide below details of any other courses or opportunities which enabled you to acquire training/skills appropriate to the vacant position and not stated in sections 4 or 5, including memberships of professional associations.

     


	Please start with your current/most recent job.

Only a summary is required here.

Continue on a separate sheet if necessary.
	7.  Employment and other experience relevant to your application

Dates (from/to

month/year

FT/PT)

Post held,

name and address of employer

Major duties undertaken

Reason for leaving/

Applying for this post

     
     
     
     


	You should read the person specification criteria before completing this section.

The post will be offered to the person who demonstrates to the Interview Panel that they can best satisfy the selection criteria through their education or training, the positions held and skills required.

Sometimes activities not related to work have allowed you to gain additional skills and experience. Please remember to include these.

Continue on a separate sheet if necessary.
	8. Statement in support of application

Write a short paragraph on each of the essential and desirable skills and knowledge criteria in the person specification to show why you would be suitable to fill the vacant post.  Number each paragraph to correspond with the selection criterion.




	
	Providing any misleading or false information to support your application, or canvassing directly or indirectly for an appointment will disqualify you from applying; or if appointed will render you liable to dismissal without notice.  The position is subject to receipt of satisfactory references, medical questionnaire and completion of probationary service.

Declaration

I hereby declare that I have understood and complied with the requirements laid down in the previous pages and I consent to Universities UK checking any information provided in this application. I agree that the information given on this form, which had been forwarded by me, may be used for registered purposes under the Data Protection Act, 1998.

Signature                                                                                     Date          

If emailing – please put an X in the signature box.





Name:      
Position applied for:      
Where did you see this post advertised?      
(Please specify publication/website)  
	
	Universities UK is committed to an Equal Opportunities Policy to ensure that no job application receives less favourable treatment on any of the following grounds: race, ethnic or national origin, religious belief, religion, gender, marital status, age, disability or sexual orientation (except where there may a genuine and legal occupational qualification).

Please fill in this form as fully as possible so that we can monitor the implementation of our Equal Opportunities Policy although completion is on a voluntary basis. 
The information you provide in this section will be treated in the strictest confidence by the HR Team and will only be used for statistical monitoring, with anonymised reports issued to the UUK Strategic Leadership Team and the Remuneration Committee as required.

The section will be detached from the application form before the shortlisting and interview process begins.

	Please tick one box


	My sex is 
Male
 FORMCHECKBOX 

Female
 FORMCHECKBOX 

   Date of Birth             
My Ethnic Background is




ASIAN OR ASIAN BRITISH


WHITE





 FORMCHECKBOX 

Indian

 FORMCHECKBOX 

Pakistani

 FORMCHECKBOX 

British





 FORMCHECKBOX 

Bangladeshi

 FORMCHECKBOX 

Irish





 FORMCHECKBOX 

Other (state parents' country of origin)

 FORMCHECKBOX 

Other (state parents' country of origin)


     

     








BLACK OR BLACK BRITISH


MIXED PARENTAGE




(state parents' country of origin)


(state parents' country of origin)


 FORMCHECKBOX 

Caribbean
 FORMCHECKBOX 

African

 FORMCHECKBOX 

White and Black Caribbean


 FORMCHECKBOX 

Other

 FORMCHECKBOX 

White and Black African




     
 FORMCHECKBOX 

White and Asian

 FORMCHECKBOX 

Other






CHINESE OR OTHER ETHNIC GROUP


     





 FORMCHECKBOX 

Chinese
 FORMCHECKBOX 

Vietnamese








 FORMCHECKBOX 

Other (state parents' country of origin)










     
RELIGION OR BELIEF

Which Group do you most identify with? 

 FORMCHECKBOX 
 No Religion

   FORMCHECKBOX 
 Bahai

     FORMCHECKBOX 
 Buddhist   
                   FORMCHECKBOX 
 Christian

 FORMCHECKBOX 
 Jain          

   FORMCHECKBOX 
 Jewish

     FORMCHECKBOX 
 Hindu         
                   FORMCHECKBOX 
 Muslim

 FORMCHECKBOX 
 Sikh 

   FORMCHECKBOX 
 Prefer not to say           FORMCHECKBOX 
 Other, please state           

SEXUAL ORIENTATION

Please indicate whether any of the following apply to you

 FORMCHECKBOX 
 Bisexual        
   FORMCHECKBOX 
 Gay Man

     FORMCHECKBOX 
 Gay Woman/lesbian                FORMCHECKBOX 
 Heterosexual

 FORMCHECKBOX 
 Other         

   FORMCHECKBOX 
 Prefer not to say
MARITAL STATUS

 FORMCHECKBOX 
 Married

   FORMCHECKBOX 
 Single

     FORMCHECKBOX 
 Divorced   
                   FORMCHECKBOX 
 Widowed

 FORMCHECKBOX 
 Civil Partnership
   FORMCHECKBOX 
 Other, please specify           

DISABILITY

Do you consider yourself to have a disability?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Is there any assistance that you require during the selection process?
 Yes 
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If yes, please provide details:

Rev 20090921


Candidate Number_____





Equal Opportunity Policy Recruitment Monitoring
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