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Application for Employment


Note to Applicants: The recruitment panel will use the evidence provided in this form to assess how you meet the requirements of the person specification to shortlist candidates.
1. Vacancy Details
Post Applied For: Whalley Range Community Forum Office Administrator
Where did you see this vacancy advertised? ____________________________________
2. Personal Details
	Category
	Details

	First Name(s):
	

	Last Name:
	

	Permanent Address:
	

	Postcode:
	

	Telephone:
	

	Mobile:
	

	Email:
	

	Preferred Method of Communication:
	[ ] Email     [ ] Telephone     [ ] Mobile     [ ] Post


Right to Work in the UK
Are you entitled to work in the UK?    [ ] Yes    [ ] No
(Under current legislation, you will be required to provide documentary evidence showing your entitlement to work in the UK before employment commences.)
3. References
Please provide details of two referees. One must be your current or most recent employer, who will be asked for information regarding attendance and sickness records.
Referee 1 (Current or Most Recent Employer)
· Name: __________________________________________________
· Address: _______________________________________________
· Postcode: __________________
· Relationship: ________________
· Telephone: _________________ Mobile: _________________
· Email: _________________________________________________
· [ ] Tick here if you do not wish this referee to be contacted prior to an offer of employment.
Referee 2
· Name: __________________________________________________
· Address: _______________________________________________
· Postcode: __________________
· Relationship: ________________
· Telephone: _________________ Mobile: _________________
· Email: _________________________________________________
· [ ] Tick here if you do not wish this referee to be contacted prior to an offer of employment.
4. General Employment Information
· Are you currently employed?    [ ] Yes    [ ] No
· If yes, current job title: __________________________________
· Period of Notice Required: __________________________________
5. Work Experience
Please give details of your employment history (starting with your current or most recent role).
Position 1 (Current / Most Recent)
· Dates: From MM/YYYY to MM/YYYY
· Employer Name & Address: __________________________________________________
· Paid / Unpaid: ___________________ Current/Final Salary: ___________________
· Job Title: _______________________________________________________________
· Main Duties: _____________________________________________________________
· Reason for Leaving: _______________________________________________________
Position 2
· Dates: From MM/YYYY to MM/YYYY
· Employer Name & Address: __________________________________________________
· Paid / Unpaid: ___________________
· Job Title: _______________________________________________________________
· Main Duties: _____________________________________________________________
· Reason for Leaving: _______________________________________________________
Position 3
· Dates: From MM/YYYY to MM/YYYY
· Employer Name & Address: __________________________________________________
· Paid / Unpaid: ___________________
· Job Title: _______________________________________________________________
· Main Duties: _____________________________________________________________
· Reason for Leaving: _______________________________________________________


6. Education & Qualifications
Please list relevant qualifications obtained.
	Date
	Qualification
	Level / Grade
	Institution

	
	
	
	

	
	
	
	

	
	
	
	


7. Training Relevant to the Post
	Date
	Course Title
	Brief Description

	
	
	

	
	
	

	
	
	


8. Information in Support of Your Application
Please outline how your skills, knowledge, and experience meet the requirements detailed in the Person Specification. (Continue on a separate sheet if necessary.)
Data Protection & Privacy Notice
Whalley Range Community Forum (WRCF) will use the information provided on this application for recruitment, selection, and employment purposes. Your personal data will remain confidential and will not be disclosed to third parties without prior consent, except where necessary to confirm factual information, protect public funds (including fraud prevention/detection), or as required by law.
Submitting Your Application
· 📧 Email: communityforumwhalleyrange@gmail.com 
· 📞 Phone: 0161 881 3744
· 📍 Post: Whalley Range Community Forum, JNR8 Youth & Community Centre, 82 Cromwell Avenue, Whalley Range, Manchester, M16 0BG
(Mark posted applications Private & Confidential FAO Chris Ricard)


Closing Date: Midnight on Monday, 7th September 2026




We aim to notify all candidates of the outcome of their application. 
Unsuccessful candidates may request feedback upon request.
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