ULSTER FARMERS’ UNION
475 Antrim Road, Belfast, BT15 3DA.
APPLICATION FORM:

RECEPTIONIST
Email your application and monitoring form to hr@ufuhq.com , to arrive by 4.00pm on Monday 29th May 2022 quoting “Receptionist application” in the subject line.              
For Office Use Only









          Ref No:        /       /
Please complete in BLOCK CAPITALS

SURNAME ................................................................................................................. (Mr/Mrs/Miss/Ms)

FIRST NAME(S) .......................................................................................................................................

ADDRESS  .............................................................................................................................

.................................................................................................... POSTCODE ..........................................

TEL NUMBER (HOME)  ........................................................ DATE OF BIRTH .................................

                          (WORK) …………………………..........(MOBILE) ………………………………….

E MAIL ADDRESS …………………………………………………………………………………….. 

Signed______________________________   Date___________________
Please indicate where you saw the advertisement for this post:

...............................................................................................................................................................

1.  EDUCATION 

	
	Started
	Left
	Qualifications obtained

(give grades where appropriate)

	Secondary School/s


	
	
	

	Third Level Education

University/Colleges attended


	
	
	


2. EMPLOYMENT HISTORY 
Current  or most recent employer
	Name & address of employer
	Nature of business
	Job title

	
	
	


	Date of joining
	Date of leaving

(if applicable)
	Reason for leaving

(if applicable)
	Notice period required

	
	
	
	


	Current / most recent annual basic salary + bonus
	Other benefits

	
	


Main duties / responsibilities  ………………………………………………………………………...

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

………………………………………………………………………………………………………..

Key achievements with this employer ………………………………………………………………

……………………………………………………………………………………………………….

……………………………………………………………………………………………………….

……………………………………………………………………………………………………….

………………………………………………………………………………………………………

Previous Employment - List positions in chronological order, with the most recent first.  Include any period of self-employment, periods of work experience, temporary work or time spent not in employment.

Use separate sheet if required.
	From / To
	Name & address of employer
	Your position / role / responsibilities and nature of business
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3.  OTHER INFORMATION 
                                                                                                      (  APPROPRIATE BOX

(a)  Do you have continuous access to a car?                    NO

YES





(b) Do you have a clean driving licence?                          NO

YES

(c) Ulster Farmers’ Union recognise that certain disabilities will preclude individuals from obtaining a driving licence.  If this is the case please use the space below to demonstrate how you meet the personal mobility requirements attached to the post.

................................................................................................................................................................

................................................................................................................................................................

(d) Have you at any time been convicted or do you expect to be the subject of criminal proceedings in the UK or elsewhere?                                                   
                                                                                          NO

YES
IF YES please give details
 .............................................................................................................................................................
4. Please provide contact details for two referees one of which should be your present/ most recent employer.

                  Name:_____________________                    
 Name: ______________________

                  Position: ___________________                    
Position: ____________________

                  Address: ___________________                    
Address:  ____________________

                                ____________________                                       _____________________

                  Phone No. _________________                    
 Phone No. __________________

May we approach your referee’s for a reference
( APPROPRIATE BOX
If we are considering you for an appointment?
Yes
(
No
(
Notice required by present employer  ________________________________________

DECLARATION

I confirm that to the best of my knowledge, the information given on this application is true and complete in every respect.

I understand that any offer of employment may be withdrawn should UFU discover any falsification of information on my application.

I understand that if I am unable to provide original certificates of academic or professional qualifications any offer of employment may be withdrawn.

I understand that any amerial omission or misrepresentation may lead to my employment being terminated.

I consent to the UFU seeking and checking any information from any source it may deem necessary concerning my qualifications and any previous employment.

I consent to the data provided in this application being held and processed by UFU and consent to the data being disclosed to the relevant HR department(s) and Manager(s) responsible for the recruitment process and thereafter, if applicable, my subsequent employment.

Your signature ____________________________________  Date  _____________________.

Thank you for your application.  We will be in contact with you in due course.
It is a criminal offence under Section 16 of the Theft Act 1968 to intentionally provide false or deceptive information on your application.










For Office Use Only




   UFU Ref No:     /     /
EQUAL OPPORTUNITIES MONITORING FORM

The UFU is committed to promoting and achieving equality of opportunity throughout the organisation.  No person will be treated less favourably than another, either directly or indirectly, on the grounds of colour, creed, race, nationality, ethnic origin, religion, sexual orientation, disability, gender, marital status or family status, age or trade union membership / activity.

In order to monitor the effectiveness of our Equal Opportunities Policy we ask you to provide the following details.  This information will be used for statistical monitoring and analysis only.  The information will not be used as part of the selection process.  Access to this information is restricted to employees responsible for the administration and management of our recruitment and selection process only.

In completing this section I consent to the information given below to be used for monitoring the effectiveness of equal opportunities policies in accordance with the requirements of the Data Protection Act 1998 and any statutory modification or re-enactment of the Act.  ( 
Application for the post of ……………………………………………………………………..

Application closing date …………………………………………………………………………

Where did you see the post advertised?  ………………………………………………………..

Surname ………………………………………….. First name(s) ………………………………

Gender
Male     (
Female     (
Marital Status
(  Single
(  Married            ( Divorced/separated        (  Widowed         (  Other

Ethnic Origin

White

Non-White
· UK

(  Indian

· European (other than UK)
(  Far East

· Any other white background
(  African

(Please specify) …………………….
(  Afro Caribbean



(  Other (please specify) …………………….

Community Affiliation
Please indicate the community to which you belong by ticking the appropriate box below:

I am a member of the Protestant Community




(
I am a member of the Roman Catholic Community




(
I am a member of neither the Protestant nor the Roman Catholic Community

(
Disability Discrimination Act 1995 

Under the Disability Discrimination Act 1995, a person is considered to have a disability if he/she has or has had a physical or mental impairment which has a substantial long term adverse effect on his/her ability to carry out normal day to day activities.  This information is Sensitive Personal Data and the UFU requires your express consent to hold and process this information.  Disabled applicants, who meet the minimum criteria for the post, will be guaranteed an interview.

Application for the post of ……………………………………………………………………

Surname ………………………………….  First Name(s) ………………………………….

1. Do you consider that you meet the above definition of disability (please tick the appropriate box)


Yes  (      No  (
2. If yes, please state the nature or effects of your disability and any special arrangements you may require being made for you to attend an interview:

……………………………………………………………………………………………….

……………………………………………………………………………………………….

3. If you are appointed to this post, do you feel that any special aids or equipment would be required to account of your disability?

      If ‘YES’ please give details, if ‘NO’ please write NONE ………………………………..

      ……………………………………………………………………………………………..

      …………………………………………………………………………………………….

4. Declaration

I certify that the information given is correct and I hereby consent to Sensitive Personal Data being held and processed by the UFU.

Signed …………………………………………….  Date ……………………………………..
F


								        UFU Ref No: MA/      /06


or Office Use Only


								        UFU Ref No: MA/      /06












