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	PCS Application Form
	


This form can be supplied in larger print, Braille or on tape, on request.

	Post applied for:
	Organising Officer – Wales & South West
	Ref no:
	0515

	
	Applicant No. (for office use only):
	


Personal details

	Last name:
	
	First Name:
	
	Title:
	


	Address:

	When would you be able to start employment?

	
	

	
	PCS Membership Number:

	
	National Insurance number:

	Telephone: home
	Do you hold a full valid current driving licence?  Yes/ No*

	Telephone: work
	Do you require a permit to work in the UK?  Yes/No*

	Mobile
	If yes, do you have a valid permit?

	Email:
	If yes, when does it expire?

	Are you applying for the post on a job share or part-time basis?  Yes/No*
	May we contact you at work?  Yes/No*

	If yes, please state details, e.g. whether you are applying with a partner, his/her name, your preferred weekly work pattern, etc.
	


* Please delete as appropriate
References

Please give the names, addresses & telephone numbers of TWO referees. The first should be your present or most recent employer. (School or College Principal if you have not worked before)

	Name:
	Name:

	Position:
	Position:

	Organisation:
	Organisation:

	Address:
	Address:

	Telephone: 
	Telephone: 

	Email:
	Email:

	May we contact this referee before interview? Yes/No*
	May we contact this referee before interview? Yes/No*

	If you are related to a PCS employee or a member of the NEC, please give details on a separate sheet.  Note: Canvassing or failing to disclose a relationship may disqualify you.


* Please delete as appropriate

Adjustments

	Do you require any adjustments for you to 
a) carry out the duties of this post? Yes/No*
b) attend the interview? Yes/No*


	Please detail adjustments here. 


* Please delete as appropriate

Declaration
	I understand that an appointment, if offered, will be subject to the information on this form being correct. I also understand that appointment will be subject to satisfactory references. 
I hereby certify that the information I have given in this application is true to the best of my knowledge and belief and should I be found to knowingly make a false statement, then PCS can terminate my contract.

	Print Name:
	Signature:
	Date:


Please note that if you are returning the form by email and unsigned, you will be bound by the declaration on the electronic form received by the HR & Personnel Department.
Employment history

Present or most recent employment 

	Dates From/To
	Name and address of Employer
	Post held

	Current Salary

	
	
	
	


Please describe your main duties and responsibilities
	


Previous employment (beginning with the most recent) 

Continue on separate sheet if necessary
	Dates From/To
	Employer

	Post Held

	Reason for Leaving

	
	
	
	


Education, training and qualifications

Secondary and Further Education (CSE, GCSE, O and A levels, RSA, BTEC, Degree, etc.)
	School/College/University
	Examinations/Qualifications and Levels obtained

	
	


Professional or other training courses attended 

(include relevant in-house training courses)
	Training provider


	Title of course/qualification
	Dates
	Duration of course

	
	
	
	


Voluntary work, community work, etc.

Please describe in terms of the skills, knowledge and experience you have gained.
	


Under the following headings, describe how your experience, skills and knowledge meet the requirements of the Essential factors on the person specification.

	· Qualifications/Experience: Assist with arrangements for meetings, conferences, elections and/or ballots, and union organising, bargaining and campaigning events 



	· Qualifications/Experience: Produce comprehensive draft correspondence on own initiative

	· Qualifications/Experience: Set up and maintain computerised files and databases




Under the following headings, describe how your experience, skills and knowledge meet the requirements of the Essential factors on the person specification.

	· Knowledge: Microsoft Office suite of computer programmes including Word, Excel, PowerPoint and Access, and use of email, internet and intranet

	· Skills: Deal with difficult situations sensitively 



	· Skills: Produce work within tight deadlines and good time management


Under the following headings, describe how your experience, skills and knowledge meet the requirements of the Essential factors on the person specification.
	· Personal Qualities: Member or customer focused (internal and external)

	· Personal Qualities: Ability to work effectively as part of a team

	· Other:  Commitment to the application of equal opportunities policies and practices at work


Suitability for the post
Using the person specification and job description, please describe in terms of skills, knowledge and experience why you are suitable for the post. Continue on additional sheets, if necessary.
	


Employment monitoring 

The details given on this form are confidential. The information will not be made available to those involved at any stage of the selection process. The policy of PCS is to appoint the best candidate for the post, irrespective of race, colour, creed, marital status, sexual orientation, gender, age or disability. Please help us monitor our policy by completing this form. The information will be used only for the purpose of gathering statistics.
	Job Title:
	Organising Officer – Wales & South West
	Ref:
	0515

	How did you learn of this vacancy?
	


	Your first name:
	

	Your last name:
	

	Date of Birth:
	
	

	Gender:
	Female/Male (Please delete as appropriate)


I would describe my ethnic origin as: 


 Please tick
	Asian or Asian British - Bangladeshi
	

	Asian or Asian British - Indian
	

	Asian or Asian British - Pakistani
	

	Asian or Asian British - any other Asian background
	

	Black or Black British - Caribbean
	

	Black or Black British - African
	

	Black or Black British - any other Black background
	

	Chinese
	

	Mixed - White and Asian
	

	Mixed - White and Black African
	

	Mixed - White and Black Caribbean
	

	White - British
	

	White - Irish
	

	White - any other White background
	

	Any other
	

	Not known / information not provided
	


Do you consider yourself to be disabled?
 Yes/No (Please delete as appropriate)
So that PCS can carry out its commitment as a disability symbol user, we need to know if you have a disability or if there are any arrangements or adjustments we could make for you. If you are a disabled person and meet the essential requirements of the job, as shown on the enclosed ‘person spec’ you will be guaranteed an interview. At your interview, the interviewers will concentrate on your ability to do a particular job, not your disability.

My disability is (brief details)

	


The interview arrangements PCS would need to make are:

	


Adjustments PCS would need to consider to enable me to carry out the job are:

	


Please email your completed application to jobs@pcs.org.uk or return by post to: Jobs – HR & Personnel Department, PCS, 160, Falcon Road, London SW11 2LN.  Applications must be received by the closing date and time specified.  Email applications will be acknowledged – please call 020 7801 2662 if your email application is not acknowledged within 1 hour (during usual office hours).
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