	Please complete in black ink or type and return to 

by midday Wed 15 February 2012
This form must be completed.

CVs are accepted along with form.


	Plant Heritage

(working title of National Council for the Conservation of Plants and Gardens)
12 Home Farm, Loseley Park
Guildford, Surrey  GU3 1HS
Tel: 01483 447540 Fax: 01483 458933
info@plantheritage.org.uk   www.plantheritage.com

	APPLICATION FOR  PR Officer (part time)


	Mr ( Mrs ( Miss ( Ms (
Surname:


	First Names:

	Address:
	( Home:

( Work:

( Mobile: 

Email:

	Current Driving Licence: YES/NO   Details of Current Endorsements


	EMPLOYMENT HISTORY
	

	Please give details of all employment – commence with most recent employer first (use separate sheet if needed)

	Name & address of present or more recent employer
	Dates From/To
	Job Title
	Salary & benefits
	Reason for leaving

	
	
	
	
	

	Previous Employment
	Dates From/To
	Job Title
	Salary & Benefits
	Reason for leaving

	
	
	
	
	


	EDUCATION & TRAINING
	

	School, College/University,

Other Training
	Dates
	Qualifications

	
	
	


	OTHER INFORMATION
	

	Please provide further information in support of your application, making reference to the person specification and also including:

The reasons why you are applying for this post

Key responsibilities and achievements in your present or most recent job, which are relevant to this application.

Details of relevant training

Details of any relevant interests or activities

(You may continue on an additional sheet if necessary)

	


	HEALTH DETAILS

	Do you have a mental or physical disability? YES ( NO (
If YES, please give details.

What adjustments may need to be made to the working environment to accommodate your disability?

Please give details of all absences from work in the last 12 months




	CRIMINAL RECORD

	Please note any criminal convictions except those ‘spent’ under the Rehabilitation of Offenders Act 1974. If none, please state ‘none’:




	REFEREES
	

	Please list the names and addresses of two persons from whom we may obtain work experience references.  We reserve the right to contact past employers.

	Referee 1
	Referee 2

	Address


	
	Address
	

	Tel No:

Email:
	
	Tel No:

Email:
	


	DATA PROTECTION NOTIFICATION

(Please read this carefully before signing this application)

	The information you have provided in completing this application form will be used to process your application for employment.  The Company will keep the information you have supplied confidential and will not divulge it to third parties, except where required by law, or where we have retained the services of a third party representative to act on your/our behalf.

AUTHORISATION: I have read the Data Protection notification and understand and agree to the use of my personal date in accordance with the Data Protection Act 1998.

Signed _________________________________________ Date ____________________________




	I confirm that the above information is correct and that any false or misleading information will give my employer the right to terminate any employment contract offered. 

Signed ________________________________________ Date ____________________________




	I also confirm that I am legally entitled to work in the United Kingdom and if interviewed will produce one of the following documents form the list below:-

· A UK passport

· An EU passport or national identity card

· A UK residence permit issued by the Home Office

· An application registration card issued by the Home Office to an asylum seeker stating that the holder is permitted to take up employment

Or two from the following:-

· An official documents bearing a national insurance number along with:-

- A birth certificate, or

- A letter form the Home Office, or

- An immigration status document

· A work permit, along with:-

- A passport, or 

- A letter from the Home Office.

In either case, these must confirm the holder has permission to enter or remain in the UK and take the work permit employment in question.

Signed ________________________________________ Date ____________________________




EQUAL OPPORTUNITY

We strive to be an equal opportunity employer, and our policy on this important subject is contained within our Employee Handbook.  Our policy is so designed to ensure that none of our employees or prospective employees receive less favourable treatment as a result of sex, disability, marital status, colour, race, creed or ethnic origin.  Equally we aim to ensure that no such employee is disadvantaged by terms and conditions of employment which cannot be justified.

In order that we can monitor the effectiveness of our policy and subsequent actions, we need to monitor the sex and ethnic origins of our employees, and to this end we ask for your co-operation in providing the following information:  (Please tick the appropriate box).  If you do not wish to complete this form you are not obliged to do so.

	
	
	
	
	
	
	
	
	

	SEX:
	MALE
	
	
	FEMALE
	
	
	
	

	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	

	WHITE
	
	BLACK-CARRIBBEAN
	
	BLACK-AFRICAN
	
	

	
	
	
	
	
	
	

	BLACK-OTHER
	
	(Please specify
	
	
	
	)

	
	
	
	
	
	
	

	INDIAN
	
	PAKISTANI
	
	BANGLADESHI
	
	

	
	
	
	
	
	
	

	CHINESE
	
	
	
	
	
	

	
	
	
	
	
	
	

	OTHER
	
	(Please specify
	
	
	)

	
	
	
	
	
	
	


	AGE

Under 25

25-45

45-55

55-65

Over 65



	


	

	NATIONALITY:

	


SIGNED ____________________________________ 

PRINT NAME ________________________________ DATE ___________________________
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