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	Personal Details

	Title: 
	

	Surname: 
	First Names:

	
	

	Address:
	

	
	

	
	

	Home Telephone: 
	Daytime Telephone:

	
	

	E-mail Address:
	Mobile: 

	
	

	Present Occupation
	

	
	

	Job Title:
	Current Salary:

	
	

	Organisation:
	

	
	

	Address:
	

	
	

	Date Appointed – To Post:
	To Organisation:

	Annual Turnover of Current Organisation: 
	Student Population (if applicable): 

	Notice Required:
	

	
	

	Name of a person with whom a message could be left: (e.g. secretary - otherwise write none)
	

	
	

	Previous Employment
	

	Please list previous posts held including dates and employer name, starting with the most recent and reason for leaving:

	

	

	


	Education & Qualifications

	Please list qualifications achieved, together with the institution attended and the dates awarded:
Please list professional development courses attended during the last three years:
Please state if you hold or are actively following the ICSA Certificate in Further Education Governance. If not, are you willing to commence, and complete within a specified timeframe, this programme upon appointment to post?


	Professional Experience

Reason for seeking a new post:
Responsibilities in current post and levels of seniority above your own: 
Key professional achievements within the last three years:



	Key Professional Competencies

	Please provide evidence of your level of experience and knowledge under the competency areas outlined below.
1.  Experience of providing authoritative advice and engaging in sensitive issues at a senior level
2.  Demonstrable experience of managing complex administrative systems in a large organisation
3.  Demonstrable organisational skills (particularly the effective management of meetings)



	Key Professional Competencies

	Please provide evidence of your level of experience and knowledge under the competency areas outlined below. 
4.  Experience of establishing systems and procedures, and monitoring their effectiveness in terms of organisational goals
5.  Experience of communicating effectively with members of the Corporation and other senior stakeholders

6.  Attention to detail in preparing and distributing documents for meetings




	Key Professional Competencies

	Please provide evidence of your level of experience and knowledge under the competency areas outlined below. 

7.  Demonstrable track record of positively impacting equality and diversity
Please list your organisation’s (most recent) relevant industry standards (e.g. Ofsted inspection [include grades], ISO 2000 etc) 

Please list any membership of professional body or association 




	Personal Statement

	Please set out below the strengths you feel you would bring to this post and the reasons why you feel you would be a suitable appointment. Please do not exceed one side of A4 for this section.




	Health/Medical & Other Information

Health/Medical & Other Information

	PLEASE TICK RELEVANT BOX
	Yes
	No

	Have you been absent from work through ill health or injury for more than 5 days in the last 3 years? If ‘yes’ please state:

Number of days:

Periods of absence:
	
	

	Have you ever been convicted of a criminal offence other than petty motoring offences? (NB: Due to the nature of the work for which you are applying, i.e. in an educational establishment, under the Rehabilitation of Offenders Act 1974 (exceptions) Order 1975, you are not entitled to withhold information about “spent” convictions.  Any information will be treated as completely confidential and will be considered only in relation to an application for positions to which the order applies.)
	
	

	Do you have any criminal charges pending?
	
	

	Have you ever been dismissed from employment for a reason other than redundancy?
	
	

	Have you ever been suspended or subject to disciplinary action in any post you have held?
	
	

	Do you require a work permit to take up employment in the UK?
	
	

	If you have answered YES to any of the above, please specify on a separate sheet and enclose it in a sealed envelope marked Private & Confidential and attach it to this form.

	Do you hold a current full driving licence?
	
	

	Data Protection 

Health/Medical & Other Information

	The Data Protection Act (1998) aims to ensure that all organisations who collect, process and store information about individuals do so correctly (i.e. people about whom information is collected know of its existence and how to correct it if it is wrong). 

As part of AoC’s management processes, and in order for AoC to process your application further, we need to collect, process and store the information about you as contained within the application form. 

Personal information contained within the application form will be used for the post applied for and no other purpose. The information will be kept confidentially by AoC and Bournville College and used only by the assessment panel for the purpose of selecting the best candidate for the post. 

If an applicant is not appointed, then his or her information will be destroyed after one year. 

If an applicant is appointed to the post, AoC and Bournville College will maintain his or her information. The College will maintain this for pay, contract and management purposes. Information will be held on computer and on paper. Any member has the right to see and if necessary, update or correct the information held about them, by AoC and Bournville College by contacting Human Resources at the College. 




	References

	As a recruitment service we have an obligation to ensure that candidates’ backgrounds are thoroughly checked before an appointment is made. Please therefore supply us with the names and addresses of two referees who are in a position to provide relevant comment on your work performance.

The reference from your current, or last, employer should be a senior person to whom you report and who knows your work.



	Current Employer
	Previous Employer 

	Name:

Job Title or Occupation:

Dates Covered:

Address:

Tel No:

E-mail address:
	Name:

Job Title or Occupation:

Dates Covered:

Address:

Tel No:

E-mail address:

	Can we contact this referee without further reference to you?


	Can we contact this referee without further reference to you?

	
	

	The statements made by me in this application, including the supplementary questions and any other details I have submitted, are true to the best of my knowledge and belief. I give permission to approach those referees that I have not embargoed. I also give permission for you to seek confirmation of the details supplied within my application. If successful, I understand that the prospective employer, or AoC Management Services Ltd, reserves the right to undertake CRB checks.

I give my consent to the processing of the information given on this form on the understanding that it will be used only for the purposes set out above and that my consent is conditional upon AoC and Bournville College complying with their obligations and duties in accordance with their registrations under the Data Protection Act 1998.
Signed:                                                                 Date:
	





Application form for the position of 


Senior Management Executive 





Applicant Number:


Office Use Only





Management Services Ltd.










































































































































































