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CILEx Law School 

   CILEx Regulation


     The Chartered Institute 
     of Legal Executives

College House                  
   Kempston Manor


     Kempston Manor

Manor Drive                      
   Manor Drive


     Manor Drive

Kempston                         
   Kempston 



     Kempston

MK42 7AB  


   MK42 7AB 



     MK42 7AB

CONFIDENTIAL

APPLICATION FOR EMPLOYMENT

Ensure you downloaded and have read

the Privacy Notice Data Protection

CILEx Group welcomes applicants from all sections of the community
The CILEx Group has a no smoking policy

Unfortunately, it will not be possible to provide feedback to candidates due to the high number of applications received. Applications via CV will not be accepted.

Position Applied For:-………………………………………………………………………………….

Company: - Chartered Institute of Legal Executives / CILEx Law School / CILEx Regulation Ltd (Please delete as necessary)

Please indicate where you saw the position advertised ……………………………………………….

The completed application form together with any additional information must be forwarded as detailed in the advertisement.  You should bear in mind short-listing for interview will rely upon the information you supply in this document and the extent to which your experience matches the job description and the required skills and knowledge.

Please complete the form carefully, using black ink and block capitals (handwriting) or clear type (upper and lower case).  The form can be supplied in alternative formats upon request.

PERSONAL DETAILS

	Surname


	
	First name or preferred/ known as
	


	Other Initials
	
	Mr, Mrs. Ms, Other (please indicate)


	Address for Communication


	

	Postcode
	

	Home Telephone No.
	

	Mobile Telephone No.
	

	Email Address
	


EDUCATIONAL QUALIFICATIONS

(Please also add any recent training courses attended)

	Qualification/Course
	Subject
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PROFESSIONAL QUALIFICATIONS
	Date
	Qualification
	Grade
	University or Awarding Body

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


WORK HISTORY:  please give below particulars of all work (including employment, self employment, work experience and voluntary work)
	Please give details of your current/most recent work

	From
	
	Job Title
	

	To
	
	Organisation
	

	Address

Tel No.

	Summarise the nature of the work performed and (job) responsibilities
Notice period (if current work)


	Previous work (starting with the most recent)

	From
	
	Job Title
	

	To
	
	Organisation
	

	Address

Tel No.

	Summarise the nature of the work performed and (job) responsibilities


	Previous work (starting with the most recent)

	From
	
	Job Title
	

	To
	
	Organisation
	

	Address

Tel No.

	Summarise the nature of the work performed and (job) responsibilities



ALL OTHER WORK (employment, self employment, work experience and voluntary work)

	Dates
	Organisation
	Job title and brief description of duties

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please give details of any Information Technology packages/systems with which you are familiar including level and frequency of use.

SUITABILITY FOR THE POST

Please consider the job description and person specification detailing the required skills and knowledge.  For each skill or knowledge, please give an example from your past experience (educational, voluntary or in work) demonstrating how you successfully carried out a similar responsibility.  Please attach additional sheet(s) if necessary.  

I declare that the information given on this form and in any accompanying documentation is true to the best of my knowledge and belief and give my permission for enquiries to be made to confirm age, qualifications, experience, dates of employment and for the release by other people or organisations of necessary information to verify the content.  I understand my application may be rejected and/or I may be dismissed following appointment if I have given any false or misleading information or withheld any relevant details.
REASONABLE ADJUSTMENTS
Do you have a disability (physical or mental impairment which has a substantial and long term effect on your ability to carry out day to day activities) 

□  Yes                       □  No

This information is needed so that all disabled applicants who meet the minimum criteria for this position are offered an interview.

Signature of Applicant: ………………………………..
Date: ……………………………………..
Data protection compliance statement (privacy notice) – Job applicants. Ensure you have read and understood the Privacy Notice Data Protection:  It is the responsibility of our Data Protection Officer (DPO) to oversee compliance with this statement. Should you have any questions regarding this statement, or how we process your personal information, please contact xxxxxxx of x (email address/phone number). Information given in this application will be controlled under GDPR legislation and will be used for the purposes of recruitment within the organisation.  Should your application be successful, the information will then be used for your staff record and for payroll purposes.  May we have your permission to process the information both manually and automatically for these purposes?       
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