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Please complete this application form as fully as possible.  Note: Fields with an asterisk (*) are mandatory.

Once completed, please send your application to EmployAbility as soon as possible.  National Audit Office recruits on a rolling basis and therefore we advise that you submit your application as early as you can.

Deadline for applications is 1st February 2010.  Please email your completed application to: applications@employ-ability.org.uk
For any queries or if you require an alternative method of submitting this form, please contact Justin Penney at EmployAbility using the above email address or call 07776 090 508.

	PERSONAL DETAILS

	Title
	Forenames*
	Surname*

	     
	     
	     

	Home Address*
	Daytime telephone number*
	     

	     
	
	

	     
	Evening telephone number
	     

	     
	
	

	     
	Email address*
	

	     
	     

	Is this your permanent address?       
	Dates at this address. From:
	     

	
	To:
	     

	Term address (if different)
	Daytime telephone number
	     

	     
	
	

	     
	Evening telephone number
	     

	     
	
	

	     
	Email address
	

	     
	     

	
	Dates at this address. From:
	     

	
	To:
	     

	Are you a UK National?
	     
	
	
	
	

	Please provide details of your disability*
	Do you receive any benefits? (please state)

	     
	     

	Please give details of adjustments or support required in the workplace and at home*

	     


	AVAILABILITY

	Please state dates when you are NOT available for an interview
	What is the earliest date you can start work?

	     
	     


	REFEREES

	Please give names and addresses (in block capitals) of two referees.  At least one should be an academic i.e. tutor or school teacher. If you are, or have been, in full-time employment, at least one should be your current or most recent employer.

	Name
	     
	Name
	     

	Address
	Address

	     
	     

	     
	     

	     
	     

	     
	     

	Telephone
	     
	Telephone
	     

	Job Title
	     
	Job Title
	     

	This reference is:
	     
	This reference is:
	     

	May we take up this reference now?
	     
	May we take up this reference now?
	     


	SECONDARY/FURTHER EDUCATION

	Examination Results. Please list all subjects taken (whether passed or not) with grades.

	Dates
	
	
	Subject
	

	From
	To
	School/College
	Exam dates
	GCSE or equivalent
	Grade

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	WORK EXPERIENCE

	Please give details of any full-time or part-time employment, vacation work or vacation course undertaken, stating current or most recent first.

	Dates
	
	

	From
	To
	Name and address of employer
	Nature of work or course and main achievements

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	ACTIVITIES AND INTERESTS

	 Please describe any other interests you have or extra curricular activities you have been involved in e.g. sports, hobbies, charities, societies etc.

	State whether at School,  College or Elsewhere
	Dates
	Name of organisation
	Position held and key responsibilities

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	OFFICE

USE 

ONLY
	EVIDENCE OF PAST ACHIEVEMENT

	A
	Describe an occasion (from your academic, work or leisure activities) in the last three years where you came up with a new idea or identified a better way of doing something.

	
	     

	B
	How did you make it happen?

	
	     

	
	How did you overcome any obstacles or setbacks along the way?

	
	     

	C
	What was the outcome?

	
	     

	
	Describe your greatest non-academic achievement

	
	     

	D
	Explain the qualities you needed for this achievement and how you demonstrated them

	
	     

	
	Describe an occasion in the last three years where you worked as part of a team

	
	     

	E
	Explain what contribution you made to the team

	
	     


	
	CAREER CHOICE

	F
	What are you main reasons for applying to the NAO?

	
	     


	MOBILITY

	Most NAO staff are based in London but will be required to spend periods of time working on audits elsewhere. Are there any restrictions on your mobility?

	     

	If yes, please give details

	     


	ADDITIONAL INFORMATION

	Please add anything which has not been mentioned above which you would like to draw to our attention. Include here any time since the age of 16 not accounted for.

	     

	I confirm that to the best of my knowledge the information given on this form is accurate.

	Signed

     
	Date

     


	INFORMATION SOURCES

	Please indicate below, how you first heard about the NAO EmployAbility Graduate Training Scheme/Summer Internship.

Please complete one box only.

	EmployAbility
	     

	Newsletter / Email
	     

	Telephone / Text
	     

	Facebook / Twitter
	     

	Website – via search engine
	     

	Website – directly
	     

	Graduate / Careers fair
	     

	Campus Visit / Skill Session / Workshop
	     

	National Audit Office
	     

	University Careers/Disability Office or Website
	     

	Website or Publication (please state)
	     

	Other (please state – e.g. word of mouth)
	     


	OFFICE USE ONLY

Reference
	

	EQUAL OPPORTUNITIES

	The NAO is an equal opportunities employer. The information you are asked to provide on this form is to ensure that we continue to meet this commitment. It will be analysed after appointments have been made and will not form part of the selection process.

	Sex:
	     

	
	

	Marital Status:
	     

	
	

	Ethnic Origins:
	     

	
	

	Disability:
	     

	
	

	Date of Birth:
	     


Data Protection Act:  Your personal data from this form will be stored in accordance with the Data Protection Act 1998.

[image: image1.png][image: image2.png]