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STRICTLY PRIVATE AND CONFIDENTIAL
Volunteer Job Application Form 
We use the details on your completed application form as the sole basis for shortlisting for interview. Incomplete forms will not be accepted and Curriculum Vitae are not acceptable in place of this application form.  

**Throughout this document there will be instruction statements all starting with a double asterix (star).  Once the template is completed and prior to submitting to People Service Centre, these should be deleted.  
Vacancy Details
** The following section regarding the vacancy to which you are applying utilises tables.  There are three in total.  Each table has one column and two rows.  The first row contains text describing the required information.  Please tab through each individual table and use the second row to insert the required information.  Delete this statement once completed.
	Job Title

	




	Job Reference number

	




	Location of vacancy

	



Personal Details
** Below are four tables for completion.  The tables have one column and two rows.  The first row contains text describing the required information.  Please tab throughout the individual tables and use the second row to insert the required information.  Delete this statement once completed.

	Title

	




	Surname

	




	Forename(s)

	




	Known As
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	Volunteer Fetch ID number

	




	Volunteer Manager Name

	



Contact Details
** Below are three tables for completion regarding your contact details.  The tables have one column and two rows.  The first row contains text describing the required information.  Please tab throughout the individual tables and use the second row to insert the required information.  Delete this statement once completed.

	Email Address

	




	Address

	




	Contact Number(s)

	



Educational & Professional Qualifications
** Below are three tables for completion.  The table has one column and two rows.  The first row contains text describing the required information.  Please use the second row to insert the required information.  Please delete this statement once completed.
	Please list your educational and professional qualifications, including grades achieved. 

	



Work History
Please provide a full work history starting with your current or most recent employer. 
**Below are 21 tables, in 3 groups of 7. Please add additional tables for more than 3 jobs.  The first row contains text describing the required information.  The second is space to provide it.
Current Role / 1st Previous Job
	Employer Name

	




	Address

	



	What was your Job Title?

	




	Please outline what duties you did during this role.

	




	When did you start this job?

	




	When did you leave this job?

	




	What was the reason you left this position?  

	



2nd Previous Job
	Employer Name

	




	Address

	



	What was your Job Title?

	




	Please outline what duties you did during this role.

	




	When did you start this job?

	




	When did you leave this job?

	




	What was the reason you left this position?  

	





3rd Previous Job
	Employer Name

	




	Address

	



	What was your Job Title?

	




	Please outline what duties you did during this role.

	




	When did you start this job?

	




	When did you leave this job?

	




	What was the reason you left this position?  

	






Personal Statement
The section below is to allow you to briefly outline how you feel you meet the requirements of the role, and why you want to work for Guide Dogs. Please note that the questions below have specified word limits. Any content provided over the given word limit, will not be taken into consideration for your application.

** Below are 2 tables for completion.  They both contain one column and two rows.  The first row contains text describing the required information.  Please use the second row to insert the required information.  Delete this statement once completed.
	Please give detailed examples of where your skills and experience meet the requirements for the job, as laid out in the person specification. 
(Word count limit: 1000 words)


	




	Please tell us why you have chosen to apply to Guide Dogs. 
(word count limit: 250)

	



Referee Details
As part of our recruitment process, we complete reference checks on all potential employees. For roles requiring a disclosure check, as part of our Safer Recruitment practices, we complete reference checks prior to interview. For all other roles, reference checks will be completed after an offer of employment, subject to satisfactory references, has been made. Please use the form below to provide the details of at least 3 referees, including your present or last employer. The references provided must completely cover a minimum of the last 5 years and must be in a professional capacity, such as; current or previous employers, educational establishments, and voluntary positions. Please create new tables below if you need to provide more than 3 referee details in order to cover the last 5 years.
** Below are 3 tables for completion, one table per referee.  The table has two columns and seven rows.  The first column contains text describing the required information.  Please use the second column to insert the required information.  

	Full name, including title
	

	Full address, including postcode

	

	Contact telephone number

	

	Email address

	

	Referee job title and relationship to you

	

	If applicable, can we contact this referee prior to interview? Yes/No

	



	Full name, including title
	

	Full address, including postcode

	

	Contact telephone number

	

	Email address

	

	Referee job title and relationship to you

	

	If applicable, can we contact this referee prior to interview? Yes/No

	



	Full name, including title
	

	Full address, including postcode

	

	Contact telephone number

	

	Email address

	

	Referee job title and relationship to you

	

	If applicable, can we contact this referee prior to interview? Yes/No

	


[bookmark: _GoBack]Eligibility to work in the UK
** Below is 1 table for completion.  The table has one column and two rows.  The first row contains text describing the required information.  Please use the second row to insert the required information.  

	Are you eligible to work in the UK without restrictions or expect to be eligible within a 3 month period? 

	



Disability
Guide Dogs' subscribes to Disability Confident, this means that for all disabled candidates who meet the minimum essential criteria for a job vacancy we guarantee them an interview and to consider them on their abilities. To fulfil this guarantee we are permitted to ask for the following information. Please note that completion of this section is entirely voluntary for you to declare any disability under this scheme.
** Below is one table for completion.  The table has one column and one row.  The first row contains text describing the required information.  Please use the second row to insert the required information.  

	Do you consider yourself to have a disability?

	



**Please sign and date after the colon in the spaces below to confirm to next paragraph.
I declare that the information provided on this form is correct. I understand that the declaration of a criminal record will not necessarily prevent me from being offered this role at Guide Dogs.

Signature:

Date:

Please complete all the questions on this form and then email it to People Service Centre.
Your application form will then be added onto the system and linked to the vacancy to which you are applying. Your application form will then be passed to the recruiting manager for shortlisting.
Data Protection
Guide Dogs processes personal data collected during the recruitment process in accordance with our Data Protection Policy. In particular, data collected as part of the recruitment process is held securely and accessed by, and disclosed to, individuals only for the purposes of managing the recruitment exercise effectively to decide to whom to offer the job. Inappropriate access or disclosure of job applicant data constitutes a data breach and should be reported in accordance with our Data Protection Policy immediately. It may also constitute a disciplinary offence, which will be dealt with under the organisation's Disciplinary Policy.
(End of Document)
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