


Bristol City Council


Application for Employment

Information for applicants

CVs will not be accepted.
All sections of the form must be completed.

Please complete in black pen to aid photocopying.

Please read the enclosed guidance notes for more information.

This form is available in large print, Braille, on tape or in electronic format.

	Position applied for: 

	Job Reference No: 
	Applicant No: (office use only)

	Department: 
	Closing date: 

	How did you find out about the vacancy:


Education  

Applicants offered a post will be asked to verify their qualifications on appointment.

	Secondary schools and/or colleges attended
	Full or part time
	From
	To
	Exams passed and qualifications gained (including NVQs), 

including grades

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Training (e.g. short courses; further development)

	Course title
	Date
	Qualification (if appropriate)

	
	
	

	
	
	

	
	
	

	
	
	


Membership of professional bodies (by examination) and date of admission:

	


Present/most recent employer (this may be paid or unpaid)

	Job Title:
	Salary:

	Brief description of job and main duties:



	Start date in this job
	End date (if appropriate)

	Name and address of employer:

Post code:



Telephone no:


	How much notice do you need to give?


Previous employment (this may be paid or unpaid)

Please put most recent job first.  (Any gaps in employment history must be explained.  Any dismissal or redundancy must be clearly stated).

	Name and address of employer
	Job title and main duties
	From 
	To
	Reason for leaving
	Final salary

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please continue on an additional sheet if necessary

Further information
Please say how your skills, knowledge and previous experience, whether paid or unpaid, are relevant to this post and how they meet the criteria listed on the employee specification by giving practical examples.  You should refer to these and the person specification when completing this sheet.  You can also outline personal achievements, whether in paid employment or elsewhere to demonstrate personal qualities or interests.  Please continue on a separate sheet, if necessary.

Please note you should complete this section with enough evidence to demonstrate how you meet all of the essential criteria, without this you cannot be short-listed

	Knowledge and Experience
	
	Office Use

	1.Minimum of AET (Previously PTLLS) or equivalent qualification, or willingness to complete further relevant training or qualifications.

	
	

	2.Relevant experience of delivering learning programmes to meet the needs of relevant learner groups, including progression pathways
	
	

	3.An appropriate qualification or experience in the curriculum area.
	
	

	4. Up-to-date knowledge of how adults learn, barriers to learning and best practice in teaching and learning.

	
	

	5. Be experienced in and able to offer online and blended learning where appropriate.

	
	

	Desirable / Other information:


	

	Aptitudes and abilities
	
	

	6. Proven ability to motivate, inspire and challenge learners to reach their full potential.
	
	

	7. Strong record keeping, literacy and ICT/digital skills to support learning and ensure records are kept to required standard
	
	

	 8. Ability to use a range of digital platforms with confidence in order to provide online learning as required by the needs of the service and under government guidelines.

	
	

	9. Ability to apply quality standards to reflect on and improve own quality of teaching and learning. 


	
	

	10. Proven skills in managing own workload effectively and flexibly, and in prioritising tasks to achieve service deadlines.
	
	

	11. Able to demonstrate knowledge and/or experience of equalities and diversity issues.
	
	

	12. Have a working knowledge of Microsoft Office applications or equivalent including the following: Outlook, Word, Excel, Internet Explorer, and have a willingness to learn new applications and technology as appropriate.
	
	

	13.Fluency code requirements for ‘Customer facing’ roles requires the ability to converse with citizens and provide complex information in accurate spoken English, or through a BSL interpreter.

	
	

	Other information:


	


References
It is the Council’s practice to take up references when applicants are invited for an interview.  Please give the name and address of two referees from whom the Council may seek information regarding your suitability for employment.  If you are currently employed, one of the referees must be your current/most recent employer (see guidance notes).

	Name:
	Name:

	Address:


	Address:

	Tel No. (Incl. area code):
	Tel No. (Incl. area code):

	Fax:
	Fax:

	E-mail:
	E-mail:

	Job title:
	Job title:


	If short listed for interview, please give any days/dates when you would NOT be available:
	


Disabled applicants
	The Equality Act 2010 defines disability as: “A physical or mental impairment which has a substantial or long-term adverse effect on their ability to carry out normal day-to-day activities”.

	Do you consider yourself to be a Disabled Person:
	Yes
	No


Bristol City Council Application Form - Personal Details
Do not detach this sheet from the rest of the form.
Bristol City Council is an Equal Opportunities employer and is working towards making sure that the workforce fairly represents all sections of the community.  To help us do this, we will detach this sheet before it is sent to a short-listing panel and applicants will be identified by an applicant number only.  All the information on this sheet is strictly confidential.

	Job reference no:
	Applicant no: (for office use only)


	Title: (Please tick)
	Mr
	Mrs
	Miss
	Ms
	Dr
	Other


	Name:

Address:

Post code: 

	Telephone numbers (incl. area code): 
	Home:
	Daytime:

	Mobile
	Text phone (Minicom)


	e-mail address


	Are you applying for this job on a job share basis?
	Yes 
	No.


	National Insurance No:
	Gender: 
	Male 
	Female 


	Date of birth (applicants must be aged over 16 when they commence employment):


Please state below if you are related to or have a personal relationship with any councillor/ employee: 

	Name(s)


	
	Relationship:


	Are you or have you been a Councillor with a Local Authority within the last twelve months?
	Yes:
	No:


‘I declare that the information contained in every section of this application is correct’.

	Signed


	
	Date


Any false claim may make this application void.  If employment has begun, you may be dismissed.

Bristol City Council is working to ensure that its workforce reflects the city’s diverse population.  We can only judge our success in this area if we have full information regarding the gender, ethnicity and disability of all applicants.  The information will be kept confidential and used only for monitoring purposes.

Disability

With reference to The Equality Act 2010 definition:

	Do you consider yourself to be a Disabled person?

Yes
	   
	No
	


Ethnic origin Please note that these categories reflect those used in the 2001 Census.

How would you describe your ethnic origin?  (If you do not identify with any of the categories listed, please use one of the “other” categories.)  Please tick one box.

	White
	WU
	British
	

	
	WI
	Irish
	

	
	WO
	Other white
	

	Mixed
	MC
	White and black Caribbean
	

	
	MA
	White and black African
	

	
	MS
	White and Asian
	

	
	MO
	Other mixed
	

	Asian or Asian British
	AI
	Indian
	

	
	AP
	Pakistani
	

	
	AB
	Bangladeshi
	

	
	AS
	Other Asian
	

	Black or Black British
	AC
	Caribbean
	

	
	AA
	African
	

	
	BS
	Black Somali
	

	
	AO
	Other black
	

	Chinese or other
	AH
	Chinese
	

	
	OE
	Other ethnic group
	

	
	UU
	Don’t know/not sure
	

	
	RF
	Would rather not state
	


	Religion/belief
	
	Sexual orientation

	How would you describe your religion/belief?
	
	How would you describe your sexual orientation?

	C
	Christian
	
	
	H
	Heterosexual
	

	B
	Buddhist
	
	
	G
	Gay/lesbian
	

	H
	Hindu
	
	
	B
	Bisexual
	

	J
	Jewish
	
	
	U
	Don’t know/not sure
	

	M
	Muslim
	
	
	R
	Would rather not state
	

	S
	Sikh
	
	
	

	O
	Other
	
	
	

	N
	None
	
	
	

	U
	Don’t know/not sure
	
	
	

	R
	Would rather not state
	
	
	

	The collection of equalities information conforms with employment provisions in the Sex Discrimination Act (1975), the Race Relations Act (1976) and the Disability Discrimination Act (1995).  This practice has been agreed with the trade unions and approved by elected members.
	Please return the completed form via email to 
LCTinfo@bristol.gov.uk
 


Guidelines on making an application
The following notes should help you to complete your application form as effectively as possible.

CVs will not be accepted unless otherwise stated

Making your application

All relevant information must be provided on the application form. Selection for interview will be made from this information only.  You may add additional sheets if there is insufficient space on the relevant sections of the form.

The advertisement only gives brief details about the job, so please read the job description and employee/person specification thoroughly.

The criteria on the employee/person specification shows the knowledge, skills and experience you will need to do the job.  To help us carry out the short-list process quickly and efficiently, please list each criteria in the further information section of your application following each heading with examples of how you meet the criteria.

The application form

In order to get short-listed, you must demonstrate how you meet all of the essential criteria for the post. Please provide specific examples of your skills, knowledge and experience against each of the criteria (this could be paid or unpaid work). This should be done by listing each criteria in the further information section of your application and then following each heading with examples of how you meet the criteria

 If there are a large number of applicants, the desirable criteria will also be considered, so it’s important that you indicate how you meet all the essential criteria and as many of the desirable criteria as possible so we have a full understanding of your skills, experience and abilities.

For example: If the essential criteria asks for

‘’ Experience of using word processing, spreadsheet, database and other office applications.’’

Then you should state that (for example)

‘’I use Microsoft Word on a daily basis to send out letters and information to clients and customers, I also use Excel to create spreadsheets to give my manager financial information and statistics and created and maintain a database of suppliers.’’

If you need to continue on a separate sheet for any of the sections please do so, making sure that the additional information for each section is clearly headed, e.g. “Training”.

Please explain any gaps in your employment history.

Convictions and Disclosure

The Rehabilitation of Offenders Act 1974 gives individuals the right not to disclose details of old offences as they are deemed to be “spent”.

However, for some jobs employers are allowed to ask about these offences, such as those working with children or vulnerable adults, which will require a check on previous convictions [including those deemed to be spent], plus details of any cautions, reprimands or warnings. This will be discussed with you if a formal offer of employment is offered to you.
References

Your current or most recent employer should be named as the first referee as someone we can approach for a reference. It is Bristol City council's policy to apply for references if the vacancy is working with vulnerable adults and children and referees will be contacted if you are offered an interview. If you do not wish your referee to be approached at this stage you should clearly indicate this on your application form. Satisfactory reference(s) are required for all successful candidates.

If you are related to a referee in any way you should make this clear on the form.

If you have not been employed before, you should give the name of someone who will be able to comment on your skills and abilities, such as a teacher or lecturer, or other professional person who is not a friend or relative. A second referee can be a family friend who will provide a character reference, but the relationship should be stated.

You should ask permission from your proposed referees prior to naming them.

Right to work

All applicants will be required to provide proof of the right to work in the UK before starting a job.

Applicants must be either EU nationals or hold a current permit that will entitle them to work in the UK.

Late applications

Applications will not be considered after the closing date.
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