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APPLICATION FORM

PLEASE COMPLETE ALL SECTIONS OF THE APPLICATION FORM.  A CURRICULUM VITAE AND OTHER RELEVANT INFORMATION WILL ONLY BE CONSIDERED ALONGSIDE THE COMPLETED FORM.  PLEASE TYPE OR WRITE CLEARLY IN BLACK INK.
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Application for employment as ………………………………………………………………………………………………..

Vacancy Ref No…………………………………………………………………………………………………………………………
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INVESTOR IN PEOPLE




Section 1 – Personal Information
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Section 5.  Educational, Technical and Professional Qualifications

	Please name any institute or professional body in full and include attainment level

	


Section 6.  Personal Development

	Please detail any courses, membership, voluntary work or responsibilities that you consider relevant, with outcomes where applicable

	



	Additional supporting information.  Please state how previous and present experience enables you  to satisfy each of the criteria on the person specification.  (continue on a separate sheet if necessary).



	Section 7.  Convictions

	Have you ever been convicted of any criminal offences, which are not yet spent under rehabilitation? (Offender Act 1974)

                                                               Yes                          No               

If you have answered ‘yes’ please provide full details below, including relevant dates:

………………………………………………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………




	Data Protection Statement

I declare that the information contained in this application is correct to the best of my knowledge and understand that any false statement or omission may result in my application being withdrawn or my appointment being terminated.  Any information provided will be stored in electronic and manual form and processed in accordance with Opal Property Group Ltd’s registration under the Data Protection Act (1998).  Initially this information will be used for all purposes relating to the selection process and may be disclosed to those member of Opal Property Group Ltd who have a need to see it.  For the successful candidate, the information will form part of the personal, confidential record.  In the case of unsuccessful candidates, the data will be destroyed after six months.
Signature………………………………………………………………………………………………………………



Thank you for completing your application form.
Please return to:

Opal Property Group Limited

Human Resources

The Place

Ducie Street

Manchester

M1 2TP

Equal Opportunities Monitoring

Opal Property Group Ltd confirms its commitment to a comprehensive policy of equal opportunities in employment.  Individuals are selected and treated on the basis of their relevant merits and abilities and are given equal opportunities within the company.  The aim of this policy is to ensure that no job applicant or employee should receive less favourable treatment on any grounds which are not relevant to good employment practice for staff.  The company also has a Diversity Policy to complement the equal opportunities policy.

Why do we ask you to complete an Equal Opportunities form?
The information that you provide on this form is extremely important to us as it enables us to assess the effectiveness of our EO policies (above) to ensure that the recruitment and selection process operating across Opal Property Group is open and fair.  Through assessing the effectiveness of the process we aim to ensure that your experience of the company is a positive one.


We also aim to give you the confidence that your application will be given serious consideration against the person specification and job description of the post you have applied by demonstrating that we promote equality and diversity.

The information you provide will form a confidential record and will be stored electronically.  It will only be used to monitor the operation of the EO policies and will not be passed to those making selection decisions.

	Surname/Family name:
	

	First/Personal name(s):
	

	Gender:
	            Male
	
	Female
	

	Date of Birth (dd/mm/yyyy):
	


	Is your gender identity different from your birth sex?             
	Yes   
	
	No    
	

	
	Prefer not to say
	

	Ethnic Group:

	White British
	
	Mixed – White and Black Carribbean
	

	White Irish
	
	Mixed – White and Black African
	

	Other White Background (please state)
	
	Mixed - White and Asian
	

	Black or Black British - Caribbean
	
	Other Mixed Background (please state)
	

	Black or Black British – African
	
	Chinese
	

	Other Black Background (please state)
	
	Other Ethnic Background (please state)
	

	Asian or Asian British – Indian
	
	Prefer not to say
	

	Asian or Asian British – Pakistani
	

	Asian or Asian British – Bangladeshi
	

	Other Asian Background (please state)
	

	Religion:

	Buddhist
	
	Christian
	
	Hindu
	

	Jewish
	
	Muslim
	
	None
	

	Sikh
	
	Other
	
	Prefer not to say
	


	Nationality:

	Please state:
	


	Sexual Orientation:

	Bisexual
	
	Gay Man
	
	Gay Woman/Lesbian
	

	Heterosexual/Straight
	
	Prefer not to say
	
	
	


	Disability:

The Equality Act (2010) defines a disability 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.

	No known disability
	

	Specific learning disability i.e. dyslexia or dyspraxia
	

	General learning disability i.e. Down’s Syndrome
	

	Cognitive Impairment i.e. autistic spectrum disorder or resulting from head injury
	

	Long standing illness/health condition i.e. cancer, HIV, chronic heart disease, epilepsy, diabetes
	

	Mental health condition i.e. depression, schizophrenia
	

	Physical impairment or mobility issues i.e. difficulty using arms, wheelchair and/or crutch user
	

	Deaf or serious hearing impairment
	

	Blind or serious visual impairment
	

	Other type of disability
	

	Prefer not to say
	


	Caring Responsibilities:

Do you have caring responsibilities for any children under 16, an elderly or dependant adult?

	Yes (please state)
	
	No
	


Guaranteed Interview Scheme
Opal Property Group are users of the Disability Two Ticks symbol which is awarded by Jobcentre Plus.  Under this scheme, we guarantee an interview to anyone with a disability who meets the essential criteria for the job. 

What do we mean by disability?

The Equality Act defines a disabled person as someone who has a physical or mental impairment which has a substantial and adverse long term effect on his or her ability to carry out normal day to day activities.

Opal Property Group is an Equal Opportunities employer and is committed to supporting disabled people in recruitment, employment and career development.

Please answer the questions below by marking a cross (X) in the relevant box.

	Using the definition above do you consider yourself to have a disability?
	Yes
	
	No
	

	Would you like to be considered under the Guaranteed Interview Scheme?
	Yes
	
	No
	


Support and Informal Enquiries

If you are successful in being invited for an interview you will be given the opportunity to discuss any support requirements you might have. 

If you are unsure about any aspects of this scheme or the support available and would like to discuss this further please contact the HR Department on 0161 233 2930.

The information provided at this stage will be treated with the utmost confidence and will only be shared with the Chair of the short listing panel and the local HR team. 

	Office Use Only:

Please complete if candidate has asked to be considered under the Guaranteed Interview Scheme

	Application Reference Number:
	

	Met essential criteria
	
	Not met essential criteria
	


Candidate Ref No:


OFFICE USE ONLY





Section 1 – Personal Information


Surname…………………………………………………………………..   Home Tel ……………………………………………………………..


Forename(s) ……………………………………………………………    Work Tel ………………………………………………………………


Title:	Mr      			Mrs		            Mobile …………………………………………………………………


	Ms			Miss		           Email …………………………………………………………………….


	Other (please state) ………………………………………………………………………………………………………..


Address …………………………………………………………………...   Place and Country of birth…………………………………….


………………………………………………………………………………….       …………………………………………………………………………


………………………………………………………………………………….  Nationality ……………………………………………………………


………………………………………………………………………………….  National Insurance No. …………………………………………


Postcode ………………………………………………………………….


Do you need a work permit to take up this appointment?         Yes     No


Are you a UK or EU/EEA national?			          Yes     No





Have you resided at any other addresses in the UK in the past three years?       Yes            No





If yes, please enter full details with dates:


………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………





Section 2.  General


Please indicate the days and times that you are available to work


�
Mon�
Tue�
Wed�
Thur�
Fri�
Sat�
Sun�
�
From�
�
�
�
�
�
�
�
�
To�
�
�
�
�
�
�
�
�



Are there any adjustments that may need to be made should you be invited for interview?  If so, please state here:�
�






�
�



Please indicate two people who can provide references – one of whom should preferably be your present/most recent employer:�
�
Name:


Name:





Address:


Address:














Tel. no.


Tel. no.





Email:


Email:





Occupation:


Occupation:





I give/do not give permission* to take up my references prior to an offer of employment being made.


I give/do not give permission* to take up my references prior to an offer of employment being made.





(*delete clearly as appropriate)


(*delete clearly as appropriate)





�
�






Section 3.  Education


Please continue on a separate sheet if necessary�
�
Secondary School�
From�
To�
Qualification gained, subject, grade and date�
�































































�
�
�
�
�






Section 4.  Further, Higher and/or Professional Education


Qualifications Achieved�
�
College/University�
From�
To�
Subject courses studied, level and grade�
�































































�
�
�
�
�






Section 7.  Employment History


Please give details of all jobs held including part time and unpaid work, starting with your current or most recent employer. Please continue on a separate sheet if necessary.�
�
Employer (name & full address)�
Duration of employment�
Jobs Held/Key achievements�
Reason for leaving�
�





























































































�
�
�
�
�
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