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Please complete this form using black ink or type.  It is important that you complete all sections of the form accurately.  If any sections are left blank, your application may not be considered as part of our shortlisting process.

Before completing this form, please read the Additional Information on Completing your Application notes.
Your completed form should be returned by the closing date as advertised, to People Office at North Wales Housing, Plas Blodwel, Broad Street, Cyffordd Llandudno, Conwy, LL31 9HL or by email to people.office@nwha.org.uk.   
	Post Reference:
	
	Applicant Reference:
	

	Post Applied For:
	

	Personal Details

	Surname:
	
	Preferred Title:
	

	First Name(s):
	

	Address:  
	

	

	
	Postcode:
	

	Telephone Number (Home):
	
	Telephone Number (Work):
	

	Telephone Number (Mobile):
	
	E-mail address:
	

	References

	Please provide names and addresses of two referees, one of which must be your current or most recent employer.  If you have not worked previously, please provide names of suitable people to contact, eg head teacher/tutor.  We require references covering at least the past three years. If you need to provide additional referees, then please list on a separate sheet. We will not contact referees prior to interview.  

	Name
	
	

	Position Held
	
	

	Organisation
	
	

	Address
	
	

	Telephone Number
	
	

	Email address
	
	


	Post Reference:
	
	Applicant Reference:
	


	Education, Training and Development History

	Please provide details of education, training courses or development activities undertaken, including one/two day seminar type events, which you think are relevant to this post and application.  If you are currently studying or completing any courses, please also include these. You should include dates, examining board, college attended, grades etc and any information you think will support your application.

You may also want to consider including details of vocational courses or activities linked to your personal interests, if you believe they are of relevance to this application.

	

	Membership of Professional or Technical Bodies: (include level of membership and date admitted)

	


	Post Reference:
	
	Applicant Reference:
	

	Employment History (details of present or most recent employer)

	Name of Employer:
	

	Nature of Business:
	

	Address:
	

	Position Held:
	
	Salary:
	£

	Date Employed From:
	
	Date Employed To:
	

	To whom do/did you report (Name and Post):
	
	How many staff are/were you responsible for?
	

	Brief description of duties and main responsibilities:

	

	Reason for wishing to leave/leaving:
	


	Post Reference:
	
	Applicant Reference:
	

	Previous Employment (Please list in chronological order and include previous posts with your current employer.  You must also explain any gaps in your employment history)

	Name and Address of Employer
	Position Held and Brief Outline of Duties
	From
	To
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Post Reference:
	
	Applicant Reference:
	

	Relevant Experience and Skills

	Shortlisting and selection will be based on the Qualifications/Knowledge/Experience/Skills section of the Role Profile as these are the tools required to do the job.  Please indicate how you satisfy each of those listed, drawing on your personal and work experience, education, training and interests.  Please give any additional information that you may feel relevant.  Say why you are interested in this job, why you may be suited to it and what you can bring to the role.   

	

	Post Reference:
	
	Applicant Reference:
	

	General Information (This page will be separated from your application by Personnel prior to shortlisting)

	The following Disability section is optional. 

NWH is committed to ensure that disabled people are supported and trated fairly through every stage of the recruitement process. You will be guaranteed an interview if you meet the essential criteria. For more information please visit https://www.gov.uk/recruitment-disabled-people 
Do you wish to be interviewed under the Guaranteed Interview Scheme?      YES  /  NO 

Under the Equality Act 2010 a ‘disabled peron’ is defined as a person with a “physical or mental impairment which has a substantial and long term adverse effect on his/her ability to carry out normal day to day activities” and includes a wide range of medical conditions.  

Do you consider yourself disabled under the Disability Discrimination Act?   YES  /  NO

Do you consider that you have a disability or long term health condition that may affect your work?    YES  /  NO

If yes, please give details of your disability below, including any special facilities or assistance that you may require at interview, or if appointed, in carrying out the duties of this post.

As an Equal Opportunities Employer we actively encourage applications from people with disabilities. If you have a disability then you only need to meet the minimum qualifying criteria for the job you have applied for at the application and selection testing stages of the recruitment process. You will then automatically be invited to the final stage.


	

	Are you related, a close friend of, or in a relationship with a member of staff or a member of the Organisation’s Board of Management? If yes, please state whom and what your relationship is.
	

	Do you, or any close relative or partner, have a tenancy with North Wales Housing (NWH) or have any commercial contract or contract for professional service with NWH, or work for a third party who has any such contract. If yes, please give details.

	

	The Immigration & Asylum Act places a legal duty on North Wales Housing to ensure that all employees are entitled to work in the United Kingdom.  If you are offered employment you will be required to produce original documents (please see attached guidance notes).

	The Data Protection Act 1998 sets out certain requirements for the protection of your personal information against unauthorised use or disclosure.  The Act gives you certain rights.  Except to the extent we are required or permitted by law, the information which you provide in this application form and any other information obtained or provided during the course of your application will be used solely for the purpose of assessing your application.

If your application is unsuccessful, or you choose not to accept any offer of employment we make, the information will not be held for longer than nine months, after which time it will be destroyed, although relevant information will be retained in the longer term to facilitate our equal opportunity monitoring.

If your application is successful, the information will form part of your employment file and we will be entitled to process it for all purposes in connection with your employment.


	Are you available for interview on the proposed date? If not, please provide possible alternative dates.  We cannot guarantee that we will be able to provide an alternative date.
	

	If employed, what period of notice are you required to give?
	

	Declaration

	I declare that the information provided in this application is, to the best of my knowledge, correct and complete.  I understand that false information or deliberate omission of any material facts may result in summary dismissal or withdrawal of a job offer.  I also understand that offer of appointment will be subject to written references, a medical report satisfactory to North Wales Housing (NWH) and, where applicable, a DBS Disclosure.  I authorise NWH to process information, including sensitive personal data in line with the Data Protection Statement above and in particular details relating to my health, gender and ethnic origins for the purposes of recruitment and employment.  I understand that such data may be stored both on a computer and in a manual format in accordance with the Data Protection Act 1998. 

	Signed
	
	Dated
	


Please see below for: 

· Self-Assessment of Language Skills 

· Equal Opportunities Monitoring Form

-SELF-ASSESSMENT of LANGUAGE SKILLS--

	Name:
	


Place a X in the box which best reflects your skills in relation to each language, e.g. you may consider that you are level 1 in Welsh and level 5 in English.
	
	SPEAKING and LISTENING
	READING
	WRITING

	Level
	Definition
	English
	Welsh
	Definition
	English
	Welsh
	Definition
	English
	Welsh

	0
	· You have no speaking or listening skills in this language

	
	
	· You have no reading skills in this language
	
	
	· You have no writing skills in this language

	
	

	1 – You can
	· Pronounce words in the language, place names, department names, etc.

· Greet and understand a greeting

· Use basic everyday words and phrases, e.g. thank you, please, excuse me, etc.

· Understand/pass on simple verbal requests of a routine/familiar/predictable kind using simple language, e.g. ‘May I speak to…’

· State simple requests but ability to follow up with supplementary questions/requests is very limited.
	
	
	· Understand simple key words and sentences on familiar/predictable matters relating to own job area, e.g. on signs, in letters
	
	
	· Fill in simple forms, note down simple information, e.g. date and venue of a meeting, an address

	
	

	2 – You can
	· Understand the gist of conversations in work

· Respond to simple job-related requests and requests for factual information

· Ask simple questions and understand simple responses

· Express opinions in a limited way as long as the topic is familiar

· Understand instructions when simple language is used.
	
	
	· Understand factual, routine information and the gist of non-routine information on familiar matters related to own job area  e.g. in standard letters, leaflets

	
	
	· Write short simple notes / letters / messages on a limited range of predictable topics related to personal experiences or own job area

	
	


	
	SPEAKING and LISTENING
	READING
	WRITING

	Level
	Definition
	English
	Welsh
	Definition
	English
	Welsh
	Definition
	English
	Welsh

	3 – You can
	· Understand much of what is said in an office, meeting, etc. 

· Keep up a simple conversation on a work related topic, but may need to revert to English to discuss/report on complex or technical information

· Answer predictable or factual questions

· Take and pass on most messages that are likely to require attention

· Offer advice on simple job-related matters
	
	
	· Scan texts for relevant information
· Understand a fair range of job-related routine and non-routine correspondence, factual literature, etc. when standard language is used
	
	
	· Write a detailed/descriptive letter relating to own job area, but will need to have it checked 
· Make reasonably accurate notes while someone is talking

	
	

	4 – You can
	· Keep up an extended casual work related conversation or give a presentation with a good degree of fluency and range of expression but may need to revert to another language to answer unpredictable questions or explain complex points or technical information

· Contribute effectively to meetings and seminars within own area of work

· Argue for/against a case
	
	
	· Read and understand information fairly quickly as long as no unusual vocabulary is used and no particularly complex or technical information is involved

	
	
	· Prepare formal letters of many familiar types such as enquiry, complaint, request and application
· Take reasonably accurate notes in meetings or straightforward dictation
· Write a report / document relating to own job area

	
	

	5 – You can
	· Advise on/talk about routine, non-routine, complex, contentious or sensitive issues related to own experiences

· Give a presentation/demonstration

· Deal confidently with hostile or unpredictable questions

· Carry out negotiations using complex/technical terms


	
	
	· Understand complex ideas and information expressed in complex or specialist language in documents, reports correspondence and articles, etc.

	
	
	· Write letters on any subject 
· Write full and accurate notes of meetings or seminars while continuing to follow discussions and participate in them
· Write reports/documents with confidence but they may need to be checked for minor errors in terms of spelling and grammar
	
	


North Wales Housing seeks to be an equal opportunities employer. We collect detailed monitoring information to help us ensure that we are being fair and continue to employ a fully diverse workforce.   The data is monitored internally and benchmarked against other local social landlords through the North Wales Registered Social Landlords Equality Partnership (NWREP).   This form will be treated in strictest confidence and in accordance with data protection. For job applicants it will not form part of the recruitment process. To ensure our records are as accurate as possible, please could you complete and return this form
Please tick the appropriate boxes

	GENDER
	MALE
	FEMALE



	AGE
	Under 16


	16-39 

	40-64

	65+


	DISABILITY
	YES
	NO



	FIRST LANGAUGE


	Welsh
	English
	Other (please state)

	SPOKEN WELSH


	None
	A little
	Fairly good
	Fluent

	COUNTRY OF BIRTH
	Born in UK
	Born elsewhere in EU (incl Rep Ireland)


	Born Outside EU



	ETHNIC ORIGINS



	White

White British
     [    ]

White  Welsh
     [    ]

White English
     [    ]

White Irish
     [    ]

White Scottish
     [    ]

White Other    
     [    ]


	Mixed


W/Blk Caribean
       [    ]

W/Blk African
       [    ]

W/Asian
       [    ]

Other mixed 

background
       [    ]


	Asian/British
 

Indian

     [    ]

Pakistani
     [    ]

Bangladeshi
     [    ]

Other Asian


Background
     [    ]


	Black/British
 

Caribbean
     [    ]

African

     [    ]

Other Black 


Background
     [    ]

Chinese    
     [    ]

Other

     [    ]

	SEXUAL ORIENTATION



	Heterosexual/

Straight


	Bisexual


	Gay / Lesbian


	Other


	Prefer not to say



	RELIGION



	None
	Christian
	Buddhist
	Hindu
	Jewish
	Muslim
	Sikh
	Other

________
	Prefer not to say
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