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Unit B, New Venture Buildings, Caswell Way, Reevesland Industrial Estate, Newport, NP19 4PW

EMPLOYMENT APPLICATION FORM

Please complete in full and email your application to caroline.stock@kwanyick.com stating the job title in the subject line of your email.

	1. VACANCY DETAILS



	Position Applied For:

	

	How did you hear about this vacancy?

	

	2. PERSONAL DETAILS


	Surname:      

	First Name:


	Home Address:


	Home phone:

Mobile:

Email:
Please tell us how you prefer us to make contact with you:


	To your knowledge, are you related to or do you know any present employee of Kwan Yick (UK) Ltd? 
	Have you been employed by Kwan Yick in the last 12 months?


	3. PRESENT OR LAST EMPLOYMENT



	Name and Address of Present/Last Employer:


	Brief Outline of main duties and responsibilities:


	Employment Dates: 
	From:


	To:

	Notice period required:
	

	Reason for Leaving:
	


	4. EMPLOYMENT HISTORY



	Starting with the most recent, please list all previous employment (accounting for any gaps in employment).



	Name and Address of Employer
	Job Title
	Employment Dates and Reason for Leaving

	
	
	


	5. SUITABILITY FOR THE POST


	Please describe how you meet each point listed on the person specification (essential and desirable) by giving examples of previous and current skills, knowledge and experience. You may continue on a separate sheet and attach to your application form.

	


	6. LINE MANAGEMENT RESPONSIBILITIES


	If this post has line management responsibilities (detailed in the Job Description / Person Specification) please select two of the Management Competencies listed below and give examples of how you have demonstrated these on a separate sheet.

NB These must be in addition to examples required in Section 5. 

 

	Leading

Self-Development and Developing Others

Communicating

Managing Performance


	Problem Solving

Achieving Objectives

Community Support

Adaptability and Flexibility


	7. EDUCATION DETAILS


	Starting with the most recent, please give details of your education and training attainments (if any) including grade achieved.


	Dates
	College/School/Other
	Qualifications/Attainments (including grade achieved)

	
	
	


	8. PROFESSIONAL MEMBERSHIP



	Please detail membership of any professional bodies (if relevant).



	Institute Name
	Membership Grade/Title
	Membership Start Date

	
	
	

	9. REFERENCES


	Please provide the names and contact details of two referees. These individuals should be line managers from your last two periods of employment. Both referees should be able to comment on your ability to meet the person specification criteria for the post that you are applying for. Referees will only be contacted if you are offered the post.


	Present/Most Recent Line Manager
Name: 
Job Title:

Relationship:

Organisation: 

Address:

Email:

Telephone Number:


	Previous Line Manager
Name: 

Job Title:

Relationship:

Organisation: 

Address:

Email:

Telephone Number:

	10. DECLARATION


	Do you hold a current driving licence?

Do you have use of a car?

Have you been convicted of any criminal offence (including driving offences) other than those considered as spent under the Rehabilitation of Offenders Act?

Do you require a work permit to work in the United Kingdom?

National Insurance Number: 
	Yes/No

Yes/No

Yes/No

Yes/No


	DISABILITY DISCRIMATION ACT 1995


	The Disability Discrimination Act defines disability as a “physical or mental impairment which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day activities”.

Do you consider yourself to have a disability under this definition?        Yes/No



	DATA PROTECTION STATEMENT


	The information you provide on this form and that obtained from other relevant sources will be used to process your application for employment and may be shared with other members of Kwan Yick (UK) Ltd.  The personal information that you give us will also be used in a confidential manner to help us monitor our recruitment process.

If you commence employment with us, the information will be used in the administration of your employment.  We may also use the information if there is a complaint or legal challenge relevant to this recruitment process or your employment. By signing the application form you are consenting to Kwan Yick (UK) Ltd processing your sensitive personal data.
DECLARATION AND SIGNATURE:  The information provided in this application is correct and I understand that any false declaration could lead to withdrawal or termination of employment.  I agree that the personal details provided may be held in accordance with the Data Protection Act 1998.

Signature:





                           Date: 
Name (please print in full): 

All applicants are requested to complete a Kwan Yick (UK) Ltd Equal Opportunities Monitoring Form which must be downloaded and sent as a separate attachment with your completed application form. The monitoring form will not be viewed by the interview panel. It will be retained separately.
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