WITHERS & ROGERS LLP

RECRUITMENT – PRIVATE & CONFIDENTIAL


WITHERS & ROGERS LLP

OPERATIONS STAFF APPLICATION FORM

INSTRUCTIONS TO APPLICANTS

Equal Opportunities

Withers & Rogers is an equal opportunities employer and welcomes applications from all sections of the community.  

Data Protection 

The information provided by you on this Form will be used only for recruitment selection procedures and only by the Withers & Rogers group (W&R).  If you are applying for a specific post, note that your details may be kept for a period of up to 12 months after the recruitment for that particular post is complete, in case another post for which you might be suitable comes up, unless the you indicate that you do not wish your application form and CV to be retained.  You may indicate this by checking the box on the final page of the form.

Information will be processed only by those staff and partners involved in recruitment management.  

Application forms of successful candidates will be retained after appointment.

Information Required

The first section of the Form asks you to enter factual information.  

The second section of the Form requires you to detail your educational background.

The third section of the Form requires you to detail your employment history as well as providing additional information on your suitability for the role applied for.

The fourth section of the Form gives you the opportunity to provide information on Equal Opportunities.

The fifth section of the form requests details of referees as well as a declaration of accuracy and honesty of information provided.

Verification

Candidates are informed that the following verification procedures may be employed by W&R:

a. Asking referees for specific reassurances on particular matters

b. Writing to schools, colleges and universities to check reported grades.  

W&R will generally not take up any references until after it has decided to appoint a candidate, and will not take up references or carry out other verification procedures, in any event, until it has cleared such action with candidates.  If necessary, W&R will require candidates to sign a consent form to authorise such third parties to divulge such information. 

In the event that verification procedures reveal discrepancies, candidates will be given the opportunity to make representations.

Using the Form

This Form is a MS Word document.  It is a “protected form”, which means that you can click into the boxes where we want you to put your answers (or tab through them) but cannot otherwise change the Form.  Some of the answers are provided as drop down lists (click on the arrows to see your options) and in others additional notes may appear at the bottom of the screen to assist you.

We would prefer it if you would complete it in type, but, if you prefer, you may print it out and complete it in manuscript.  If you do the latter you may attach additional sheets of paper if you run out of space.

CV

You should also send us your CV, which should usefully include the following:

· Individual subjects covered in your degree course(s)

· Your employment history, including part-time and vacation work

· School career, including exams, grades and dates

· Other training or educational experiences, 

· Sports, hobbies & interests

and any other information that you consider relevant.

SECTION 1 - YOUR DETAILS

	Family Name:
	     
	First Names:
	     


	National Insurance Number:
	     

	Position Applied for:
	     

	Where did you hear of this vacancy?
	     


	Current Address:
	     
	Telephone Number:
	     

	Email address:
	     
	Mobile Telephone:
	     

	Right to work in the UK (Asylum & Immigration Act 1996)
	

	I can confirm that I am legally entitled to work in the UK (please state yes or no)
	     

	Criminal Convictions
	

	Have you been convicted of any criminal offences which are not yet ‘spent’ under the Rehabilitation of Offenders Act (1974)? (please state yes or no)
	     

	If yes, please give details:
	     


SECTION 2 - EDUCATION HISTORY (in reverse order)

FURTHER DEGREES/POSTGRADUATE COURSES (IF ANY)

	University:
	     

	Course Title:
	     

	Course Dates:
	     

	Actual Grade:
	     

	Anticipated Grade (if actual not known):
	     

	Date actual grade will be known:
	     


	University:
	     

	Course Title:
	     

	Course Dates:
	     

	Actual Grade:
	     


FIRST DEGREE

	University:
	     

	Course Title:
	     

	Course Dates:
	     

	Actual Grade:
	     

	Anticipated Grade (if actual not known):
	     

	Date actual grade will be known:
	     


A-Levels/ GCSE’s

Subject


Level

	Subject
	Level
	Grade
	Date
	Institution

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	FURTHER QUALIFICATIONS
	

	Please detail any further qualifications you hold, including dates obtained.
	     

	QUALIFICATIONS OBTAINED OUTSIDE THE UK
	

	If your qualifications are from outside the UK, please use this section to give details of the name of qualification, subjects studied, results and dates achieved.  
	     


SECTION 3 - PREVIOUS EMPLOYMENT
Please give details of your most recent employers
	Name:
	     

	Address:
	     

	Telephone:
	     

	Position Held:
	     

	Date joined:
	     

	Date left:
	     

	Reason for leaving:
	     

	Brief outline of duties:
	     


	Name:
	     

	Address:
	     

	Telephone:
	     

	Position Held:
	     

	Date joined:
	     

	Date left:
	     

	Reason for leaving:
	     

	Brief outline of duties:
	     


	Name:
	     

	Address:
	     

	Telephone:
	     

	Position Held:
	     

	Date joined:
	     

	Date left:
	     

	Reason for leaving:
	     

	Brief outline of duties:
	     


ADDITIONAL INFORMATION

	What qualities/attributes/experiences do you think will make you affective in this role?
	     

	Please describe the most effective team you have worked in and the contribution you have made.
	     

	Please list any foreign languages you have and your level of proficiency.
	     

	Please list any IT skills you have.
	     

	Please detail any hobbies/interests you hold.
	     

	Please detail any further information you feel would be relevant to your application.
	     



SECTION 4 - EQUAL OPPORTUNITIES

Withers & Rogers is an equal opportunities employer and welcomes applications from all sections of the community without regard to disability or race.
To enable us to monitor equal opportunities, please answer the questions below.  The information is for monitoring only and will form no part of the selection decision.
	Gender
	     

	Age Range 

(please state between 18 -22, 23-29, 30-36, 36+)
	     

	Do you consider yourself to have a disability? 
(please state yes or no)
	     


SECTION 5: 

REFEREES & DECLARATION:

Please provide details of two referees, ideally one academic one and one work-related one.  You will be informed before we write to referees, and in general referees will not be approached until an offer of employment has been made.  

	
	Academic
	Work
	Personal

	Name:
	     
	     
	     

	Job Title:
	     
	     
	     

	Organisation:
	     
	     
	     

	Address:
	     
	     
	     

	Phone No:
	     
	     
	     


In so far as any data included in this application form, attached CV or covering letter constitutes sensitive personal data, I give my express permission for this data to be used by Withers & Rogers LLP for recruitment purposes only.

I certify that all the details entered on this Application Form and in any supporting correspondence are accurate and understand that, if employed by Withers & Rogers LLP, the discovery of material inaccuracies might lead to dismissal.

Signature 






  
Date:  




For email applications:  Candidates using email are advised that emails received are stored confidentially but W&R cannot be responsible for loss or misdirection of data between the sender and arrival at W&R.  By checking this box I acknowledge this, and certify that the application is accurate.   FORMCHECKBOX 

1

