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Job Application Form: Knowle West Alliance c/o Knowle West Media Centre
How to approach applications

Please ensure you carefully read the job description and person specification before you start to complete the application form.  The person specification indicates which elements will be assessed via the application form, and which will be assessed at interview stage; use the application stage to highlight why you are the right candidate for the job role and how you meet those identified elements of the person specification.
The application form is an essential part of the selection process. To ensure fairness to all applicants, any decision to shortlist you for interview will be based solely on the information that you supply on your application form. It is important you give clear, relevant information outlining why you wish to apply,  what makes you a suitable applicant and how you meet the essential elements of the person specification.
Please limit continuation sheets to one side of A4 per question.

Equal Opportunities

KWA and KWMC actively work towards equal opportunities and we welcome and encourage applications from those currently underrepresented in our workforce; particularly any applicant who identifies as working-class, as a person of colour, transgender, non-binary or gender queer, D/deaf, visually impaired, disabled or neuro divergent.  We guarantee an interview for anyone who identifies as one or more of the above and fulfils the essential requirements of the role. If you would like this to be a consideration, please indicate that on your application form. The online monitoring form is processed separately on Airtable to retain anonymity and we will not use your monitoring information to assess your application or eligibility for the above opportunity.  All applications will be assessed on merit.
How to submit applications 

Please complete the job application form (below) and upload it via Airtable https://airtable.com/shr6vPYFhvhYfQeZu
Offer of employment
All offers of employment are made subject to contract, receipt of at least two suitable references (these will only be contacted after successful applicant has accepted the job), a DBS check and documentation confirming your eligibility to work in the UK.
Probation period
There will be a three-month probationary period 
Knowle West Alliance (c/o Knowle West Media Centre)
The application form is an important part of the selection process. To ensure fairness to all applicants any decision to short list you for interview will be based solely on the information you supply on the application form.  It is important you give as much information as relevant regarding why you wish to apply, what makes you a suitable applicant and how you meet the essential elements of the person specification.
	post applied for – Job Title:
	


Section One: Personal details

	name
	
	address
	

	tel no. home
	
	
	

	tel no. mb
	
	
	

	Email
	
	
	

	Website
	
	
	


Section Two: Relevant education qualification details [starting with the most recent]

	from
	to
	institution
	course/award title
	grade

	
	
	
	
	


Section Three: Relevant other qualifications details [starting with the most recent]
	from
	to
	institution
	course/award title
	grade

	
	
	
	
	


Section Four: Relevant past employment details [starting with the most recent]
	from
	to
	employer
	brief description of duties

	
	
	
	


Section Five: Relevant other experience including any voluntary work?
	from
	to
	employer
	brief description of duties

	
	
	
	


Section six: Please give details for two referees [one of which should be a recent employer] and state their relationship to you. These will only be contacted after interview.

	name:

address

postcode:

telephone no:

EMAIL:
RELATIONSHIP:
	
	


Section SEVEN: Detail all other information that you wish to give in support of your application. Please refer back to the job description and person specification to explain how you would be the ideal person for the job. If you use a continuation sheet please limit this to no more than an additional side of A4. 
	


SECTION EIGHT

If offered the post when would you be available to start?

	


CRIMINAL RECORD CHECKS

Have you ever been convicted of an offence that is not ‘spent’ under the Rehabilitation of Offenders Act 1974?

	Yes: 
	No: 


Do you have any prosecutions pending against you? If yes, please provide details separately in a sealed envelope (if you are invited to interview). 

	Yes: 
	No: 


Certain posts, predominately those that include working with children, vulnerable adults and financial management are exempt from the Rehabilitation of Offenders Act 1974.  Applicants for such posts are required to declare all criminal convictions, spent or unspent.  If this applies to you, please provide details separately in a sealed envelope at interview.  

Information provided in a sealed envelope will only be retrieved for a successful candidate.  

Information provided by other applicants will be destroyed in a confidential manner.

	DATA PROTECTION

	Information from this application may be processed manually or by computer for purposes notified by Knowle West Media Centre under the data protection legislation.  Individuals have the right of access to personal information concerning them. This information will be disclosed only to those persons authorised to see it, will be used for the selection process; and for successful candidates will be retained on their personnel file, used for payroll, HR administration and statistical purposes, and may be disclosed to government departments where there is a legal obligation to do so. Applications from unsuccessful candidates will be destroyed after six months.


	DECLARATION

I confirm that to the best of my knowledge the information I have given on this application form is complete and accurate.  I understand that any false statements may lead to the offer of employment being withdrawn or the employment being terminated. I consent to Knowle West Media Centre processing the information given on this form (on behalf of the Knowle West Alliance), including any sensitive information, as may be necessary during the recruitment and selection process.




	Signed:
	Date:

	Please tell us where you saw the job advertised: 


