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	Please save a copy of this form  (note that the boxes will change size as you type – for ease of completion use the overwrite key)

Email the completed form and letter of application as an attachment to lisa@shearstud.com or post to Lisa Yeomans at the above address.



	Position applied for
	NVQ Apprentice Business Admin Assistant


	About you
	

	First name(s)
	

	Surname
	

	Address
	

	Phone numbers
	

	Day
	

	Evening
	

	Mobile
	

	Email
	


	Your career - current / last position held

	Dates from / to (if applicable)
	

	Employer
	

	
	

	Salary and benefits
	

	Required notice period / leaving date
	

	Titles of posts senior to your own within current or last employment
	


	Current (or latest) employment responsibilities



	Your career - history

	Dates from / to 
	

	Employer
	

	Job title
	

	Salary and benefits
	

	Reason for leaving
	

	Other previous employment, with dates




	Key career achievements within the last 3 years




	Education (dates, qualifications awarded and grades or projected grades)



	Professional Development Courses - last 2 years



	Please answer yes or no to the following questions

If any answer is yes, please send a separate sealed envelope with details – marked confidential and for the attention of the Principal

	· Do you require a work permit for working in the UK?
	

	· Have you been absent due to ill health for more than 5 days in the last 12 months?
	

	· Have you ever been dismissed – other than through redundancy?
	

	Please provide names of 2 referees

· Please include your current (or last) employer if applicable
· Include name, position, company and telephone number – not a peer or subordinate

· Note that we may pursue references as part of the shortlisting process. 

Referee 1:
Referee 2:




