	COLEFORD TOWN COUNCIL

	CONFIDENTIAL

	Job Title:
	Assistant Clerk / Responsible Finance Officer

	Where did you see the job advertised? Please detail below

Press:
Websites: 
Other:


	PERSONAL DETAILS:

	Surname
	

	First Names
	

	Address
	

	
	

	Postcode
	

	Email
	

	
Telephone
	Home
	

	
	Mobile
	

	
	Work
	







	For Office use only :



	Applicant No.






	QUALIFICATIONS AND TRAINING: Please list qualifications gained at school, college, university and relevant training courses. (official certification will be required, on request).

	Qualifications obtained and grades where applicable
	Date obtained

	

	













	CURRENT OR MOST RECENT EMPLOYMENT

	Employer:
	

	Address and Postcode: 
	



	Post held:
	

	Grade (if applicable):
	

	Current Salary:
	

	Date of appointment:
	

	Notice period required:
	

	Reason for leaving:
	

	Main duties and responsibilities:
	







	Employer
(most recent first)
	Post held and brief description of duties (continue on a separate sheet if necessary)
	Dates

	
	
	From 

	To 


	
	
	

	ADDITIONAL INFORMATION

	Please use this section to explain why you are applying for the vacancy and how you feel that your skills, knowledge and abilities may fit the post. You may wish to continue on a separate sheet of paper if necessary.


1. Evidence in Support of the Responsible Finance Officer Role
(Note: Consider in the context of the Job Specification, within this Application Pack)

















2. Evidence in Support of Assistant Clerk Role
(Note: Consider in the context of the Job Specification, within this Application Pack)


















(Note: Use Additional space, if necessary)

	REFERENCES

	Two references are required, one of which should be from your present or last employer. (The period to which the reference applies should be three whole years prior to engagement by the Town Council, please continue on a separate sheet if necessary).

	Name:
	

	Occupation:
	

	Relationship to applicant:
	

	Address and email:
	

	Tel no:
	

	Name:
	

	Occupation:
	

	Relationship to applicant:
	

	Address and email:
	

	Tel no:
	

	May your current employer be approached if you are shortlisted?
	Yes
	No

	
	
	

	OTHER INFORMATION

	Applicants are requested to respond to the following questions:

	Are you aware of any active conflict of interest with Coleford Town Council, any of its Councillors, or are related to a Coleford Town Councillor?
	Yes
	No

	
	
	

	If yes, please give details:


	Do you have a current, clean driving licence?
	Yes
	No

	
	
	

	Are there any restrictions on you taking up employment in the UK?
	Yes
	No

	
	
	

	If yes, please provide details:

	POSITIVE ABOUT DISABLED PEOPLE

	Do you have a physical or mental impairment which has a substantial and long term effect on your ability to carry out day to day activities?
	Yes
	No

	
	
	

	Please specify any special arrangements for work associated with any impairment:

	MEDICAL INFORMATION
Do you have any underlying medical information that might be relevant to this application (please state below):

	REHABILITATION OF OFFENDERS ACT 1974

	Do you have any convictions not spent under the Rehabilitation of Offenders Act 1974?
	Yes
	No

	
	
	

	If yes, please provide full details:

	DECLARATION

	[bookmark: _GoBack]I declare that the above information (including the medical information) is true and correct.

I understand that any false claim or deliberate omission may render this application void.

	Signature:
	

	Date:
	

	
Please return this application form to the address shown below

	
For the attention of
The Town Clerk
Coleford Town Council
No. 1 / 2 Lords Hill Walk
Coleford
Glos. GL16 8BD
(Please mark envelope ‘Confidential: Job Application’

Closing Date:  30 November 2021






Recruitment Privacy Notice
Coleford Town Council is the Data Controller under the new data protection law and will only use your personal information for purposes relating to your employment with us.

Information Held About you

As part of the recruitment process it is necessary for us to collect and hold personal information about you. This information will include:
· Your name, address, home and mobile telephone numbers, email address and other relevant contact information;
· Previous employment details including qualifications, experience, employment history and interests;
· Equal Opportunity information including race, ethnic origin, gender, date of birth and disabilities;
· Information regarding any criminal record you may have;
· Details of at least two referees. 

We may collect the following additional information after the short listing stage and before making a final decision to recruit:
· Information regarding your academic and professional qualifications;
· Information to enable us to verify your right to work and suitability for the position;
· A copy of your driving licence.

Who is processing my data?

All personal data held, is processed in accordance with data protection law. The Data Controller for the information outlined in this privacy notice is Coleford Town Council.

How will we use the Information we hold about you?

We will collect information about you (where applicable) to:
· Take steps to enter into a contract of employment;
· Comply with our legal obligations (salary payments, HMRC, pensions);
· Ensure that the information we hold about you is kept up to date;
· Deal with any Employee/Employer related disputed that may arise;
· Provide human resources support.

What is the legal basis for us to process your data?

The legal basis for processing the data is:
· Carrying out of a contract to which you are a party;
· Our legal obligation under employment legislation;
· The performance of a task carried out in the public interest; and
· For the purposes of our legitimate interests, but only if these are not overridden by your interests, rights or freedoms.


Who we will share your information with

We may share your information with partner organisations, including:
· Our Employees, agents and professional advisors;
· Local Government Pensions Service Provider - Gloucestershire County Council 
· With other third party contractors who provide services to us;
· Where we are under a legal obligation to do so, for example where we are required to share information under statute, to prevent fraud and other criminal offences or because of a Court Order for example HMRC or the Police.

We will not normally share your information with organisations other than our partner organisations without your consent.  However, there may be certain circumstances where we would share without consent such as where we are required to do so by law, to safeguard public safety, and in risk of harm or emergency situations. Any information which is shared will only be shared on a need to know basis, with appropriate individuals.  Only the minimum information for the purpose will be shared.

How long do we keep your Records?

We will only keep your information for the minimum period necessary. If you are unsuccessful we will keep your information for six months. If you are employed your information will be kept for six years after termination of employment. All information will be held securely and destroyed under confidential conditions.

Your rights

You have a number of rights under data protection law, including the right to request your information and to request that the information be amended or erased if incorrect. 

To exercise these rights, you will need to put your request in writing and provide proof of identification to the Town Clerk, Coleford Town Council, No. 1 / 2 The Town House, Lords Hill Walk, Coleford, Glos. GL16 8BD

You also have a right to make a complaint about our handling of your personal data to the Information Commissioner’s Office https://ico.org.uk/

Providing Accurate Information

It is important that we hold accurate and up to date information about you in order to assess your needs and delivery the appropriate services.  If any of your details have changed, or change in the future, please ensure that you inform us as soon as possible so that we can update your records.

Further information

If you have any questions or concerns about how your information is used, please Town Clerk, Coleford Town Council, No. 1 / 2 The Town House, Lords Hill Walk, Coleford, Glos. GL16 8BD
. 

More information about data protection and how it applies to you can be found on the Information Commissioner’s Office website at https://ico.org.uk/ 
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