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Application for Employment

PART A

Please fill in the application form, which is split into two parts; Part A 
and Part B. Please fill in both parts of the form and check it carefully 
before returning it.

	Surname:      
	First Names:      

	Title: Mr/Mrs/Miss/Ms/Dr/Other:      

	UK National Insurance Number:      

	Job Title:      
	Job Ref No:      


Personal Details
	Address:      


	Postcode:      
	Country:      

	Home Tel:       
	Mobile Tel:      

	Work Tel:      
	May we contact you at work:   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	Email Address:      


	Do you have a current clean driving licence?   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	Number of penalty points (if any) endorsed on current licence:      

	Have you ever had your driving licence revoked?   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



	Are you related to a Board Member, employee or tenant of 
Cosmopolitan Housing Group or any of its subsidiaries?   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

If yes, please give details:      



Equal Opportunities Monitoring

Race Relations (Amendment) Act 2000
	Date of Birth: (e.g. dd/mm/yyyy)      


Cosmopolitan Housing Group is committed to a policy of Equal Opportunities for all, regardless of race, sex or disability, in every respect of its work and welcomes applicants from all sections of the community.

In order to assist us in monitoring the effectiveness of Cosmopolitan Housing Group’s policies, please complete the following equal opportunities questionnaire.
I would describe my ethnic origin as follows:
Asian or Asian British

Indian         FORMCHECKBOX 

Pakistani    FORMCHECKBOX 

Bangladeshi    FORMCHECKBOX 

Other (please state):      

Black or Black British 

Caribbean    FORMCHECKBOX 

African         FORMCHECKBOX 

Other (please state):      

Mixed

White & Black Caribbean    FORMCHECKBOX 

White & Black African         FORMCHECKBOX 

White & Asian    FORMCHECKBOX 

Other (please state):      

White

British    FORMCHECKBOX 

Irish       FORMCHECKBOX 

Other (please state):      

Chinese    FORMCHECKBOX 
                                                          

Other (please state):      

Prefer not to say    FORMCHECKBOX 

Which Religion or Faith do you follow?
Buddhism      FORMCHECKBOX 

Christianity    FORMCHECKBOX 

Islam             FORMCHECKBOX 

Sikhism         FORMCHECKBOX 

Judaism        FORMCHECKBOX 

Atheist                   FORMCHECKBOX 

Agnostic                FORMCHECKBOX 

No religion             FORMCHECKBOX 

Prefer not to say    FORMCHECKBOX 

Other (please state):      
Employment Equality Regulations
Please select the option which best describes your sexuality:

Lesbian     FORMCHECKBOX 

Gay           FORMCHECKBOX 

Bisexual    FORMCHECKBOX 

Heterosexual         FORMCHECKBOX 
 

Prefer not to say    FORMCHECKBOX 


Gender:   Male    FORMCHECKBOX 
   Female    FORMCHECKBOX 

Disability Discrimination Act 1995

A “disabled person” is defined by the Disability Discrimination Act 1995 as someone with “a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day to day activities” (DDA 1995 s.1).

To allow us to make reasonable adjustments to the recruitment process and to monitor our equal opportunities policy, please tick one or more of the following statements which are appropriate to you.

Do you consider yourself to have a disability?   Yes    FORMCHECKBOX 
   No    FORMCHECKBOX 
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If you have a disability, do you need any special arrangements to enable you to attend for interview?   Yes    FORMCHECKBOX 
   No    FORMCHECKBOX 

	If so, please give details:      



Where did you see this vacancy advertised?
Search Engine           FORMCHECKBOX 

Other Website            FORMCHECKBOX 

National Newspaper   FORMCHECKBOX 

Local Newspaper       FORMCHECKBOX 

Jobcentre Plus   FORMCHECKBOX 

Radio                 FORMCHECKBOX 

Other                 FORMCHECKBOX 

PART B

Details entered in this part of the form will be held in the HR Department of Cosmopolitan Housing Group. Access to this information will be given to the shortlisting panel.

	Job Title:      
	Job Ref No:      


Education & Professional Qualifications
Include in this section all the relevant qualifications. Please also indicate subjects currently being studied.

	Subject/Qualification:
	Place of Study:
	Grade/Result:

	     
	     
	     



Training Courses Attended
Include in this section any relevant training courses that you have attended or details of courses that you are currently undertaking.
	Course Title:
	Training Provider:
	Duration:

	     
	     
	     



Employment History
Please record below the details of your current or most recent employer.
	Employer Name:       

	Address:      
	Job Title:      

	
	Business Type:      

	
	Telephone Number:      

	Start Date:      
	End Date:      

	Salary:      
	Reporting To (Job Title):      
	Notice Period:      

	Reason for leaving (if applicable):      

	Brief description of your duties and responsibilities: 



Previous Employment (Please continue on additional sheets if necessary).

Please record below the details of your previous employment beginning with the most recent first. Please explain any gaps in employment in the ‘Supporting Information’ section below. Please add additional employers/information on a separate sheet.

	Address:      
	Job Title:      

	
	Business Type:      

	
	Telephone Number:      

	Start Date:      
	End Date:      

	Reason for leaving:      

	Brief description of your duties and responsibilities:      


	(1) Previous Employer Name:      


	(2) Previous Employer Name:      

	Address:      
	Job Title:      

	
	Business Type:      

	
	Telephone Number:      

	Start Date:      
	End Date:      

	Reasons for Leaving:      

	Brief description of your duties and responsibilities:      



Supporting Information (Please continue on additional sheets if necessary).
In this section please give your reasons for applying for the post and additional information which shows how you match the person specification for the job (this document will have been sent along with this application form). This should include relevant skills, knowledge, experience, voluntary activities and training etc.

	     



Have you at any time received, or had pending, a court conviction?
Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

	If yes, please give details:      


The Data Protection Act 1998 (DPA)

The information you provide on this application form will be processed only for the purpose of recruitment by persons necessarily involved in the recruitment procedure. We may contact relevant third parties in order to verify certain information given in your application (NB references are subject to your consent).

You have the right to have your application processed manually and to appeal against any negative outcome of automated processing. Upon completion of the recruitment procedure, information about you may be stored for a period of up to six months after which it will be destroyed.

References

For all positions you must provide two references. If you are or have been employed, these should be your current and most recent employers and should be your line manager or someone in a position of  responsibility who can comment on your work experience, competence, personal qualities and suitability for the post. If you are a student, please provide contact details of a teacher at your place of study (Please note that personal references from friends and relatives are not acceptable).
Referee 1

	Name:      
	Title:      

	Address:      

	Relationship:      

	Telephone:      
	Email:      


Referee 2

	Name:      
	Title:      

	Address:      

	Relationship:      

	Telephone:      
	Email:      


Declaration

I confirm that the information in this form (Parts A & B) is correct and I consent to it processed (see DPA above) for the purpose of recruitment. I also understand that misleading statements may be sufficient grounds for cancelling any agreements made and that questions left unanswered may be discussed at interviews arising from this application.
(Please read carefully, then sign and date your application).

	Signature:      
	Date:      


Please return to:

Cosmopolitan Housing Group,

Cosmopolitan House,

2 Marybone, 

Liverpool,

L3 2BY

or e-mail : recruitment@cosmopolitanhousing.co.uk
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Cosmopolitan Housing Association Limited, Cosmopolitan Student Homes Limited and Cosmopolitan Enterprises are all members of Cosmopolitan Housing Group Limited.

