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	JOB APPLICATION FORM

	
	

	
	


	
	For office use only

	              Confidential
	Job Ref:

No:


	App No


Before completing this form, please read the accompanying guidance notes.

	POST APPLIED FOR:                                                      JOB REFERENCE:


	1: PERSONAL DETAILS                                                  INTERNAL CANDIDATE   yes/no

Please complete in BLOCK CAPITALS                

	

Surname: 

Forenames: 

Preferred title (Dr Mr Mrs Miss Ms etc) :

Former surnames

if different: 

(referees or qualifications  may use your previous name)


	Present nationality: 

If you are not a British passport holder or a European Citizen, or you do not have the permanent right to remain in the UK, you will require a work permit.

Do you need a work permit to be employed in the UK?         

Yes / No

If you already have a work permit, when does this expire? (Please note that your current work permit may not be valid for this post)

	
Permanent address & postcode:  

Home telephone

number:  

Alternative telephone

number, if applicable:  

Fax number:  

Email address:  


	Where did you learn of the post?

(Please circle)

1.  Newspaper*

2.  Specialist publication*

3.  Web site*

*State title:     

4.  RBG Kew web site?

www.kew.org.uk/aboutus/jobs

5. Job centre

6.  Other:  




	2: EDUCATION AND QUALIFICATIONS starting with the most recent first




	Name of course
	Name of school/ college/ university /institute
	Qualifications or skills/training course results

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	3: EMPLOYMENT HISTORY starting with the most recent first (include gaps in employment)




	Name, address & business of employer
	Job title & brief summary of duties
	Reason for leaving
	From/To

Month/Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Continue on a separate sheet if necessary, clearly stating your full name and the post for which you are applying.

	4: RELEVANT SKILLS, ABILITIES, KNOWLEDGE, EXPERIENCE & YOUR  REASONS FOR APPLYING FOR THIS JOB



	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Continue on a separate sheet if necessary, clearly stating your full name and the post for which you are applying.

	5: REFERENCES




	
Preferred title 

(Dr Mr Mrs Miss Ms etc):

Full name: 

Job title:

Organisation: 

Address: 

Telephone no. 

Email address:  

Fax no.  

May we obtain this reference now?  Yes/No

Relationship (previous manager, friend etc) 


	
Preferred title 

(Dr Mr Mrs Miss Ms etc):

Full name: 

Job title:

Organisation: 

Address: 

Telephone no. 

Email address:  

Fax no.  

May we obtain this reference now?  Yes/No

Relationship (previous manager, friend etc)


	6: OTHER INFORMATION




	
Please notify us of any dates you are unavailable for interview:

If offered the position, when could you start? (i.e. what is your notice period?) :




	7: DECLARATION




	I declare that the information given in this application form is true and complete.  I understand that if I have given any misleading information on this form or made any omissions, this may be sufficient grounds for terminating my employment.

	
Signature: 


	Date: 

	The information provided by you on this form as an applicant will be stored either on paper records or a computer system in accordance with the Data Protection Act 1998 and will be processed solely in connection with recruitment.




	Equality and Diversity Questionnaire

	Name:
Staff Number:
Department:

	As part of our commitment to Equal Opportunities, RBG Kew is monitoring the diversity of Kew staff.
 To help us do this please complete and return this form.

	1. Decline to Complete          I prefer not to complete this form

	2. Ethnic Identity and Origin    Ethnic origin categories are not about nationality, place of birth or citizenship - they are about the group to which you as an ‘individual’ perceive you belong.

	Part 1 – Please select the nationality you most identify with:

	(A)   British or Mixed British  

	

	(B)   English


	(C)   Irish


	(D)   Scottish


	(E)   Welsh


	(F)   Or any other?  (specify if you wish)

	Part 2 – Please select the ethnic origin you most identify with: 

	       ASIAN

	(A)  Bangladeshi


	(B)  Indian


	(C)  Pakistani


	(D)  Any other Asian background (specify if you wish)

	      BLACK

	(E)  African


	(F)  Caribbean


	(G) Any other Black background (specify if you wish)

	      CHINESE

	(H)  Any Chinese background (specify if you wish)

	        MIXED ETHNIC BACKGROUND

	(I)  Asian and White

	(J)  Black African and White

	(K)  Black Caribbean and White

	(L)  Any other Mixed ethnic background (specify if you wish)

	       WHITE

	(M)   Any White background (specify if you wish)

	       ANY OTHER ETHNIC BACKGROUND

	(N)   Any other ethnic background (specify if you wish)


	3. Disability – A disabled person is defined in the Disability Discrimination Act as someone who has “a physical or mental impairment which has a substantial and long term adverse effect on a person's ability to carry out day to day activities”.

Would you describe yourself as having a disability under the Disability Discrimination Act?  

	Yes
	
	No
	
	
	
	
	

	If yes, what is the nature of your disability? (optional)
	
	
	

	Do you require any assistance or adjustments to help you do your job?
	

	Yes
	
	No
	
	
	
	
	

	If yes, please specify



	
	
	
	
	
	
	
	

	4. Gender
	
	
	
	Male
	
	Female
	

	
	
	
	
	
	
	
	

	5. Age
	
	

	
	
	16 - 21
	
	
	
	
	

	
	
	22 - 30
	
	
	
	
	

	
	
	31 - 40
	
	
	
	
	

	
	
	41 - 50
	
	
	
	
	

	
	
	51 - 60
	
	
	
	
	

	
	
	61 - 64
	
	
	
	
	

	
	
	65 +
	
	
	
	
	

	6. Marital Status
	

	
	
	Single
	
	
	
	
	

	
	
	Married
	
	
	
	
	

	
	
	Divorced
	
	
	
	
	

	
	
	Other
	
	Please specify:
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	GUIDANCE NOTES FOR APPLICANTS

	The Application Form


· The application form plays an important part in the selection process; decisions to shortlist candidates for interview are 


based solely upon the information you supply on your form and the form provides a basis for the interview itself.

· Curriculum Vitaes (CVs) alone will not be accepted.  However, CVs will be accepted in addition to a fully completed 


application form.   

· RBG Kew’s normal retirement age is 65 years. If you are already 65 or will reach 65 within six months of this application


 you are specifically excluded from protection against age discrimination under UK employment law.

· You may complete the form on a word-processor but please use the appropriate headings and format.
	Section 2:  Education and Qualifications


· You are only required to complete this section if qualifications and training are a requirement of the Person Specification.

· List membership of professional institutes, in-house courses and professional qualifications if applicable.

Essential qualifications will be checked on appointment to a post.
	Section 3: Employment History


· Do not simply list the duties of your jobs, please give a brief explanation of the main duties of your previous jobs.

· It is essential that you account for any gaps in employment.
	Section 4: Skills, Ability, Knowledge and Experience


· This section is vital

· It is essential that you read the Person Specification before completing this section, this provides a profile of the ideal person to fill the job.  It enables both you and the organisation to assess your suitability for the job.  

· Think about what evidence you can provide to demonstrate you have the necessary skills, ability, knowledge and experience required as set out in the Person Specification.  

· You may have acquired these in a variety of ways e.g. through work, running a home, voluntary work, hobbies etc. 

· Address each of the criteria in the Person Specification separately and briefly outline how you meet each one, providing specific examples.
	Section 5: References


Should you be selected for the role we will want to take up referees as outlined below.  However if possible we would 

like to do this earlier in the process.

Employment references – please provide referee/s details to cover the last five years of employment.

Academic references – if you are a school leaver or graduate entrant and do not any previous employment history,

please supply the details of a school/college tutor.

Personal references – if you have no previous employment please give details of someone who can provide a 

character reference.

We reserve the right to take up references from any previous employer.

	Please return your Application Form to:


HR Department, Royal Botanic Gardens, Kew, 47 Kew Green, Kew, Richmond, Surrey.  TW9 3AB


ANNEX 4

