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CONFIDENTIAL

JOB APPLICATION FORM

The information supplied on this application form will be used in the selection of employees at The Arts Council of Wales. All information will be treated as confidential. Envelopes should be marked CONFIDENTIAL and returned to the Head of Human Resources. Receipt of applications will not be acknowledged unless a stamped addressed envelope is enclosed, but all applicants will be informed whether or not they have been short-listed for interview.
Post applied for      
Which publication or other source brought this post to your notice? 
     
	PERSONAL DETAILS

	Surname       
	Initials      


	Address

     
	Home Telephone

     
Daytime telephone

     
E-mail

     
Do you require a work permit for the UK?

     


	Post Code

     

	


	GENERAL



	Are you related to any member or employee of The Arts Council of Wales?      
If yes, please give details 

     



	EDUCATION, TRAINING & PROFESSIONAL QUALIFICATIONS



	Schools, colleges attended, starting with the

most recent (state whether full or part-time)

     
	Qualifications obtained (Give subjects and grades

where appropriate. This information may be

verified with you upon offer of employment)

     

	Other Relevant Training Courses 

(including short in-service training)

     
	Qualifications obtained

     



	CURRENT MEMBERSHIP OF PROFESSIONAL BODIES

(State class of membership and whether obtained by examination)


	Body / Examination 

     

	Membership and grade 
     

	Date obtained

     



	WELSH / ENGLISH LANGUAGE SKILLS



	VERBAL SKILLS

Welsh, verbal

English, verbal
	 FORMCHECKBOX 
 Very good

 FORMCHECKBOX 
 Good

 FORMCHECKBOX 
 Medium

 FORMCHECKBOX 
 Poor

 FORMCHECKBOX 
 None

 FORMCHECKBOX 
 Very good

 FORMCHECKBOX 
 Good

 FORMCHECKBOX 
 Medium

 FORMCHECKBOX 
 Poor

 FORMCHECKBOX 
 None
	WRITTEN SKILLS



	
	
	Welsh, written

English, written


	 FORMCHECKBOX 
 Very good

 FORMCHECKBOX 
 Good

 FORMCHECKBOX 
 Medium

 FORMCHECKBOX 
 Poor

 FORMCHECKBOX 
 None

 FORMCHECKBOX 
 Very good

 FORMCHECKBOX 
 Good

 FORMCHECKBOX 
 Medium

 FORMCHECKBOX 
 Poor

 FORMCHECKBOX 
 None

	KEY


	VERBAL

	WRITTEN


	Very good

Good

Medium

Poor

None


	Able to speak the language

with very few grammatical errors

Able to speak the language

with only occasional

grammatical errors

Able to converse but lacking

full confidence

Knowledge of pleasantries

and few phrases only

Having no knowledge of

the language


	Proficient in all aspects of the

written word

Proficient in writing letters and

other documents of a more

complex nature

Able to write notes /

memoranda but having

difficulty in writing official

correspondence and other

documents

Having only very basic

written skills

Having no written skills




	CURRENT AND PREVIOUS EMPLOYMENT



	Name and address of employer (current or most recent first)
	Job title and brief details of duties
	Final salary


	Dates

	Reasons for leaving

	
	
	
	From
	To
	

	     
	     

	     
	     
	     
	     

	SUPPORTING INFORMATON



	Referring to each of the criteria listed in the Person Specification and the duties in the job

description, please state how your experience and achievements to date would make you a suitable candidate for this post. Include details of any relevant unpaid, voluntary work. The short-listing panel will need to know how you meet the requirements and will base their decision on the information you provide.

     


	CRIMINAL CONVICTIONS

	Please give details of any criminal convictions you have had, excluding any considered ‘spent’ under The Rehabilitation of Offenders Act 1974 (minor motoring offences can be disregarded). If none, please write ‘none’. Any information given will be kept confidential and will only be considered in relation to the job for which you are applying.
     


	DISABILITY



	The Council wishes to give every encouragement to disabled candidates who meet the requirements of the person specification. The Disability Discrimination Act 1995 defines a person with a disability 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”.
The Council tries to provide access, equipment and other practical support to make sure that people with disabilities compete on equal terms at interview. Please notify us separately about any equipment / access requirements / facilities you would like to be available, or about any assistance you would like to  help you to compete on equal terms. 



	AVAILABILITY



	If appointed to this post when would you be able to start work?      
If you have holiday or similar commitments, please give the dates:      



	REFEREES



	A personal reference is not required. The information requested will relate to salary, length of service, skills, experience, ability, subjects studied. Please give names and addresses of two people who can verify your paid/unpaid employment. One should be your current/most recent employer. If you have not been in paid employment, please give the name and address of the head of your education or training establishment. Internal applicants are required to provide details of their Arts Council of Wales line manager only.



	Name      
Mr  FORMCHECKBOX 
  Ms  FORMCHECKBOX 
  Mrs  FORMCHECKBOX 
  Miss  FORMCHECKBOX 
   Other  FORMCHECKBOX 

Address

     
	Name      
Mr  FORMCHECKBOX 
  Ms  FORMCHECKBOX 
  Mrs  FORMCHECKBOX 
  Miss  FORMCHECKBOX 
   Other  FORMCHECKBOX 

Address

     


	Occupation / Title

     
	Occupation / Title

     


	Telephone

     
	Telephone

     

	Please indicate their preferred language of correspondence


	Please indicate their preferred language of correspondence



	Welsh

 FORMCHECKBOX 

	English

 FORMCHECKBOX 

	Either

 FORMCHECKBOX 

	Welsh

 FORMCHECKBOX 

	English

 FORMCHECKBOX 

	Either

 FORMCHECKBOX 


	May we request a reference:


	May we request a reference:

	At any time

only after offer of employment


	Yes

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

	No

 FORMCHECKBOX 

No

 FORMCHECKBOX 

	At any time

only after offer of employment
	Yes

 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

	No

 FORMCHECKBOX 

No

 FORMCHECKBOX 


	All appointments are subject to the receipt of satisfactory references



	Please return this completed form electronically to HumanResourcesDepartment@artswales.org.uk 
or by post to 
The Human Resources Department, 
Arts Council of Wales, 
Bute Place, 
Cardiff CF10 5AL. 
Application forms and references (if requested) are kept for six months in case of other vacancies, and are then destroyed, unless you specifically ask that your details are destroyed sooner. All information will be treated in a confidential manner and seen only by those involved in the recruitment process. Any copies made will be destroyed after interview. If successful, an application will be retained in the personnel file in the Human Resources Department. No other copies will exist. Electronic files will be deleted from the system. Notes made at shortlisting and at interview will be destroyed after the interviews are completed. The only further information stored after interview will be the reason why an applicant was not appointed. Interviewees are welcome to contact the Human Resources Department to request feedback about their interview.

To the best of my knowledge the information on this form is correct. I give my consent to the

information provided by me on this form being used in the Arts Council of Wales recruitment process.



	Signature                                                                  Date
                                                                                     



