[image: Cambourne Church]Cambourne Church is committed to being a Christian community which is open, prayerful, and loving, which serves Cambourne with the good news of the gospel and where disciples of Jesus Christ are made.

A partnership of the Church of England, Baptist Union, United Reformed Church, and Methodist Church.


Job Application – Church Administrator (Job-Share)
Personal Details
	Position applied for:
	


	How did you become aware of this vacancy?
	


	Surname:
	First names:


	Address:
	


	Postcode:
	Email address:


	Phone numbers (home / mobile / work):
	

	National Insurance number:
	

	Work permit required?
	☐ Yes   ☐ No

	Driving licence held?
	☐ Yes   ☐ No

	Use of motor vehicle?
	☐ Yes   ☐ No

	Do you require any special arrangements for interview and/or to help you take up this role?

	Do you have the legal right to live and work in the UK?
NB: Please note, should you be short-listed for interview, you will be required to bring your passport or equivalent documentation as outlined by the Home Office and UK Border and Immigration regulations for verification purposes.





	Rehabilitation of Offenders Act 1974
Do you have any convictions which are not ‘spent’ within the meaning of the Act? If so, please give full details. 






Educational Qualifications
	Establishment
	Qualification & grade
	Year

	School
	

	

	College / University
	

	



Other Training
Please list any courses you have undertaken, including dates and duration, which did not lead to a qualification and which you feel are relevant to the advertised role.


Employment History – Current Employer
	Organisation name & address:
	

	From – To:
	

	Brief summary of duties:
	

	Full or part-time:
	

	Reason for leaving:
	

	Final position held / salary:
	



Employment History – Previous Two Employers
	Organisation 1 name & address:
	

	From – To:
	

	Brief summary of duties:
	

	Full or part-time:
	

	Reason for leaving:
	

	Final position held / salary:
	



	Organisation 2 name & address:
	

	From – To:
	

	Brief summary of duties:
	


	Full or part-time:
	

	Reason for leaving:
	

	Final position held / salary:
	



Personal Interests/Achievements
Use the space below to describe with dates (year) any part-time activities.  Include organising, leading of group activities.  Those requiring initiative, creativity or giving intellectual development are also of interest.




Specific Skills
1. List any languages that you know indicating level of proficiency (basic/working knowledge/fluent/mother tongue).
2. Specify your experience with any generic computer packages/programmes (limited/working knowledge/ extensive).
3. Indicate any other specific relevant skills (graphics skills etc.).



Knowledge, Skills & Attributes Experience
Please describe your knowledge, skills, and attributes experience you have suitability to this role:



Suitability for the Post
Explain why you have applied for this job, making sure that you fill out each section below to outline your relevant qualifications and experience as they relate to the person specification.  Emphasise why you consider yourself to be a strong candidate.  


Additional Information
Please write here any additional information, not covered elsewhere, which will strengthen your application.







References
Please give details of two individuals, not related to you, who will provide employment references.  One of these must be your present or most recent employer, or client if you are undertaking consultancy work.  
The other should be a person who is able to comment on your ability to perform the role for which you are applying.

Please note that referees may be approached prior to interview.
Name: 
How is the referee known to you? 
Position: 
Address: 
Telephone: 
Email:  
Name: 
How is the referee known to you? 
Position:     
Address:    
Telephone: 
Email:  


Availability
How much notice are you required to give?

Please give the date from which you are available for employment.


Data protection statement:
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal.
Your privacy is important to us, by submitting this form you are also confirming that you consent to Cambourne Church holding and processing your personal data and communicating with you in relation to this application, in accordance with the data. For further information, please refer to Cambourne Church privacy policy which can be found on our website.
By signing the application form we will be assuming that you agree to processing of sensitive personal data, (as described above), in accordance with our registration with the Data Protection Commissioner.







Declaration
I acknowledge that an appointment if offered will be subject to satisfactory references and a satisfactory enhanced disclosure from the Disclosure and Barring Service which are acceptable to the Cambourne Church. 
I declare that this information given on this form is correct and understand that on appointment any misleading statements or deliberate omissions will be regarded as grounds for dismissal.
I will work closely with the church leadership and congregation and is expected to be sympathetic to the Christian faith, values, and ethos, and willing to support and uphold the church’s mission in all aspects of their work.


Signed:						Date:
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