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Application Form:   Director’s Assistant
Please complete this form and send it by email to director@spab.org.uk (titled: Director’s Assistant) with a short covering email or letter to explain why you are interested in the post. The deadline for the receipt of applications is 12:00 24th October 2019 and interviews will be held on 31st October at SPAB HQ, 37 Spital Sq, E1 6DY.  Applications received after the closing date will not be considered.  
THE INFORMATION YOU SUPPLY ON THIS FORM WILL BE TREATED IN CONFIDENCE.  THE SPAB ENCOURAGES EQUAL OPPORTUNITIES AND APPLICATIONS FROM ALL ARE WELCOME
	Post
	Director’s Assistant

	Personal Details

	Full Name
	

	Address
	

	Phone
	

	Mobile
	

	Email
	

	Education and Training

	Professional Qualifications
	Please give brief details of any professional qualifications held.

	Postgraduate

Qualification
	Place of Study
	

	
	Dates
	

	
	Subject & Level of Award
	

	Higher Education
	Place of Study
	

	
	Dates
	

	
	Degree Subject & Class
	

	Secondary Education
	Place of Study
	

	
	Subjects Studied & Level of Award
	


	IT Skills
	Please summarise your IT skills and level of expertise.

	Driving
	Please confirm whether you hold a driving licence.

	First Aid
	Please outline any first aid qualifications held.

	Employment History

	Please give brief details of your career, starting with your most recent post and explaining any gaps between the dates given.

	(1) Employer’s Name & Address 
	

	Dates 
	

	Position Held
	

	Summary of Key Responsibilities
	

	Period of Notice
	

	(2) Employer’s Name & Address 
	

	Dates 
	

	Position Held
	

	Summary of Key Responsibilities
	


	(3) Employer’s Name & Address 
	

	Dates 
	

	Position Held
	

	Summary of Key Responsibilities
	

	(4) Employer’s Name & Address 
	

	Dates 
	

	Position Held
	

	Summary of Key Responsibilities
	

	(5) Employer’s Name & Address 
	

	Dates 
	

	Position Held
	

	Summary of Key Responsibilities
	


	Reasons for Applying for this Post

	Please answer each question in no more than 350 words.

	Why would you like to work for the SPAB?
	

	What interests you most about this post?
	


	How do your skills match the requirements of this post?
	

	Are there any other points you wish to mention?
	


	Referees

	Please give details of two people who are willing to act as referees, other than your present employer or relatives.  References will only be taken up if we shortlist you for interview or offer you the post.

	(1) Full Name
	

	Address
	

	Phone
	

	Email
	

	(2) Full Name
	

	Address
	

	Phone
	

	Email
	

	Other Matters

	Have you ever had any disciplinary action taken against you by an employer?  If so, what did it concern?
	

	Have you ever been convicted of a criminal offence?
	

	Are you legally entitled to work in the UK?
	

	Do you have any disabilities that might affect your application?  
	

	(1) Are there are any reasonable adjustments we can make to assist you in your application or at interview?


	

	(2) Are there are any reasonable adjustments we can make to the job to help you carry it out?
	

	Declaration

	I confirm that the information given in this application is correct and that I am legally entitled to work in the UK.

I understand that providing deliberately false information could result in my dismissal.

	Signature
	

	Date
	


Founded   in   1877.     A   charitable   company   limited   by   guarantee  registered  in  England  and  Wales.

Company No. 5743962. Charity No. 111 3753. VAT No. 577 4276 02. Fax 020 7247 5296 www.spab.org.uk

