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Application for appointment as: Receptionist   

This form must be received no later than Thursday 22nd January 2026 in Microsoft Word format (NOT PDF)

Completed application forms to be e-mailed to recruitment@ufuhq.com 

Guidance notes for completion of application forms:
· Please refer to the job description and person specification, as candidates are only short-listed for the 
next stage of the recruitment process on the basis of information contained in the application form 
which meets the criteria detailed in the person specification.
· Please ensure all questions are answered and that you fully complete the application form
· Forms must be typewritten.
· Application forms, which are received after the above time and date, will not be considered.  
· CVs must not be included and will not be considered.  
· Please attach additional sheets if required. 


	PERSONAL DETAILS


	Title (Mr, Mrs, Miss, Ms, etc)
	     

	Surname
	     

	Forenames
	     

	Address inc town
	     

	Postcode
	     

	Telephone numbers
	Home
	     
	Work
	     
	Mobile
	     

	Email
	     













	EDUCATION HISTORY 
Continue on additional sheets if necessary

	State type of school and/or college of further education/university attended
	Level of
qualifications
obtained:
	Subject:
	Marks or grade:

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Please give details of professional qualifications (including date(s) of award) and/or details of any relevant training
and/or details of any membership of professional organisations or institutes (continue on additional sheets if necessary):

	     





	








	EMPLOYMENT HISTORY 
Starting with your current or most recent employer and working back, please give details of your previous work history including any voluntary work. Please state whether full-time or part-time (continue on additional sheets if necessary). Expand the size of boxes as needed.

	Name and address
     of employer:
	From
(mm/yy):
	To
(mm/yy):
	Position(s) held and brief description of duties:
	Leaving
Salary:
	Reason for
Leaving:
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2.      

	
     

	
     
	
     











	
     
	
     

	
3.      

	
     

	
     
	
     











	
     
	
     

	
4.      

	
     

	
     
	
     











	
     
	
     

	
5.      

	
     

	
     
	
     











	
     
	
     

	
6.      

	
     

	
     
	
     











	
     
	
     

	
7.      

	
     

	
     
	
     











	
     
	
     

	
8.      

	
     

	
     
	
     











	
     
	
     







	How soon could you start in this role?  
	







General Data Protection Regulations
We take your privacy seriously at the Ulster Farmers Union and will only use your personal information to administer your application.  You can find out more about how we process your data and your rights by reading our Privacy Notice at www.ufuni.org/privacy-policy

DECLARATION 
I declare that all foregoing statements are true and complete to the best of my knowledge and belief.  I understand that knowingly giving false or inaccurate information or suppressing any material fact will lead to disqualification or, if appointed, dismissal.

A typed signature will be considered legally binding.


Signed: ___________________________________________ Dated: ___________________
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