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	Job title:           ICT Technician/Technical Support Specialist
Ref:                  TEC/SF/0211
Closing date:   18th March 2011

	Please return to:
Holly Keen
Head of Human Resources
Units 87, Capital Business Centre, 
Carlton Road, South Croydon, Surrey, CR2 0BS. 
Tel: 020-8916-2470
hkeen@matrixict.com 


IMPORTANT NOTE
Thank you for requesting an Application Form for the above post.  Please read the following notes before completing the form.  If you would like help with this form, feel free to contact Holly Keen in the HR team on 020 8916 2470. 
Please:-

· Read ALL enclosed information, particularly the Job Description and Person Specification before completing the form

· Complete the form using black/dark blue ink or type for photocopying purposes

· Give all the information you can about yourself and tell us why you think you are suitable for the job.  Please indicate how you meet the requirements of the Person Specification in the specific sections provided on this form

· Complete the Monitoring Information on the back sheet and sign the declaration. 
· Use only the two additional information sheets as necessary – we do not accept the submission of Curriculum Vitaes
· Return to the address shown above or email your completed application form to Holly Keen on or before the closing date clearly stating which job you are applying for. 
	Your full name and postal address (please print in block capitals)

Mr  FORMCHECKBOX 
 Mrs  FORMCHECKBOX 
 Miss  FORMCHECKBOX 
 Ms  FORMCHECKBOX 
 Other (please state)      
Full Name:           
Full Address:       
                            
                            
                            
                            
                            
	Other Contact Information:

Telephone Numbers:

Day:
     
Evening:
     
Mobile:
     
Fax:
     
Email Addresses:

  Main Email Address:        
  Other (if applicable):                               

	Do you hold a full UK Driving Licence?     Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
              Do you require a work permit to work in the UK?      Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



EQUAL OPPORTUNITIES POLICY STATEMENT
Matrix ICT Services Ltd is fully committed to a policy of equal opportunities for all existing and potential employees.

The company will develop, maintain and keep under continuous review, policies and practices which will 
a) eliminate all forms of discrimination on the grounds of race, colour, gender, age, responsibility of dependants, sexuality, trade union activity, marital status, religion or disability and 
b) Facilitate the employment of people with disabilities.  All applications will be considered on merit.

To ensure this policy is carried out effectively, we ask all applicants to provide the information requested on the Equal Rights Monitoring Form.  It will be used only for administrative and monitoring purposes and will be confidential. 
Our full Equal Opportunities Policy is available upon request
CHILD PROTECTION 

Matrix ICT Services Ltd takes seriously its responsibilities to safeguard and promote children’s welfare. All posts are subject to appropriate levels of CRB checks.  
CRIMINAL RECORD CHECKS
Rehabilitation of Offenders Act (1974) (Exemptions Order 1975)
Job applicants are entitled to withhold information about any previous criminal background which would otherwise be considered ‘spent’ under the terms of the Act. The Rehabilitation of Offenders Act gives individuals the right not to disclose details of ‘spent‘offences if asked about their criminal records.  However, for certain excepted professions, offices and employments, ex-offenders have to disclose information about spent, as well as unspent convictions, provided the employer states clearly on the application form or at the interview that the job applied for is exempted. Posts which involve substantial access to children are exempt from provisions contained within this Act.
If the job for which you have applied involves substantial access to children and you have been short listed for the post, you will be provided with a form on which you will be asked to disclose any previous criminal background.  If you are the successful applicant you will be provided with a Criminal Records Bureau (CRB) disclosure, application form.  Failure to complete this form will result in your application not proceeding any further.  The possession of a criminal record will not automatically debar you from consideration for the post for which you have applied.  Any information given will be treated as confidential and will only be used in relation to the post for which you have applied.

The successful applicant will be subject to a CRB check being satisfactorily completed before the commencement of their post.
EDUCATION AND QUALIFICATIONS
Please give details of your education and qualifications.  Please note that if you are appointed to a post where qualifications are an essential requirement you will be asked, before your appointment is confirmed, to present the original certificates.
	Education and Qualification Details
	Results/Grades obtained
	Where obtained
	How obtained

(full/part-time, correspondence)
	Date

	
	
	
	
	From
	To

	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     


Applicants for posts which are relevant to the Strategic Consultancy Department must provide the following information regarding their teaching career:
	Date qualified:
	     
	Date completed induction: (those qualifying after 7th May 1999)
	     
	     


	What age ranges have you been trained to teach?
	

	
	

	Your DCSF number:
	
	
	/
	
	
	
	
	
	Name used when registered:
	

	Are you GTC registered?
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
              
	Have you paid this year’s subscription?
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
              


PROFESSIONAL QUALIFICATIONS/MEMBERSHIP

	Qualification/Professional Body
	Level
	Date Attained
	Current Membership status

	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     


TRAINING AND DEVELOPMENT
List all relevant training courses undertaken including practical, in-house, commercial and special training courses.  Details of any apprenticeships, training schemes, evening classes and adult education should be listed.

	Course and training details
	Results/

Grades obtained
	Where obtained
	How obtained

(full/part time/ correspondence)
	Date

	
	
	
	
	From
	To

	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     


CURRENT EMPLOYMENT (or most recent employment) 

	Employer’s name and address
	Position held
	Date
	Reason for wishing to leave

	
	
	From
	To
	

	     
     
     
     
     
	     
	     
	     
	     

	Tel no:
	     
	Salary/wage:  £        
	
	
	

	Brief note of duties and responsibilities: 
     

	Length of notice required:
	     


PREVIOUS EMPLOYMENT HISTORY 
Please show full time or part time hours in each case with at least the last 5 years of your employment history.  Please explain any ‘gaps’ in service in the ‘additional information’ section:
	Employer’s name and address
	Position held and responsibilities
	Date
	Reason for leaving

	
	
	From
	To
	

	     
     
     
     
     
	     
     
	     
	     
	     

	Tel no:
	     
	Email:       
	
	

	Employer’s name and address
	Position held and responsibilities
	Date
	Reason for leaving

	
	
	From
	To
	

	     
     
     
     
     
	     
     
	     
	     
	     

	Tel no:
	     
	Email:       
	
	


	Employer’s name and address
	Position held and responsibilities
	Date
	Reason for leaving

	
	
	From
	To
	

	     
     
     
     
     
	     
     
	     
	     
	     

	Tel no:
	     
	Email:       
	
	

	Employer’s name and address
	Position held and responsibilities
	Date
	Reason for leaving

	
	
	From
	To
	

	     
     
     
     
     
	     
     
	     
	     
	     

	Tel no:
	     
	Email:       
	
	

	Employer’s name and address
	Position held and responsibilities
	Date
	Reason for leaving

	
	
	From
	To
	

	     
     
     
     
     
	     
     
	     
	     
	     

	Tel no:
	     
	Email:       
	
	

	Employer’s name and address
	Position held and responsibilities
	Date
	Reason for leaving

	
	
	From
	To
	

	     
     
     
     
     
	     
     
	     
	     
	     

	Tel no:
	     
	Email:       
	
	


REFERENCES
It is our policy to take up references for those short listed.  Please give names and addresses of two referees who know you well enough to comment on your suitability for the post.  One of them must be your present or most recent substantial employer and the second can be a friend or relative.  If you have not been previously employed, give the name of a further responsible person who knows you well, but is not a relative.  Please state in which capacity you know each referee.  
All offers of employment are subject to obtaining suitable references.
	Please give your former name if different from that above, to ensure we are asking for the correct reference.

	Your former name and job title (if applicable)
	     


Referee 1

	Name of referee and job title or status (e.g. teacher or friend)
	Address for contact
	May we approach before interview?

	Name:
	     
	     
     
     
     
     

	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
              

	Status: 
	     
	
	

	Tel No: 
	     
	
	

	Email:
	     
	
	


Referee 2

	Name:
	     
	     
     
     
     
     

	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
              

	Status: 
	     
	
	

	Tel No: 
	     
	
	

	Email:
	     
	
	


You may be asked to provide alternative references if it is considered that your stated referees are not relevant to the employment being applied for.
CRIMINAL RECORD
	Do you have any criminal convictions which are not spent under the Rehabilitation of Offenders Act 1974?   Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
              

	If Yes, please give details below:


	     

	     

	     


ADDITIONAL INFORMATION
Use the space below to show you have the skills, knowledge and experience to do the job (as described in the Job Description and Person Specification).  You may wish to include details of home based work, work in the community or with voluntary groups and your leisure interests to support your application.  (Use up to two sheets as necessary).

     

ADDITIONAL INFORMATION cont. (continue on additional sheets if necessary)

     
EQUAL RIGHTS MONITORING FORM (Confidential)
	Your Personal Details

	Date of birth 
	     
	Age 
	     


	Male  FORMCHECKBOX 
  Female  FORMCHECKBOX 
 (please tick) 

	National Insurance Number 
	     
	     
	     
	     
	     
	     
	     
	     
	     
	


	Ethnic Classification
	
	Disability

The Disability Discrimination Act (1995), defines a person as having a disability if s/he has 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.
Do you consider yourself to have a disability as defined above?  
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
              
Are there any arrangements you would like Matrix ICT Services to make if you are interviewed?   
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
        

If yes, please specify below:
     

	White
	British
	 FORMCHECKBOX 

	
	

	
	Irish
	 FORMCHECKBOX 

	
	

	
	Traveller of Irish Heritage
	 FORMCHECKBOX 

	
	

	
	Any other white
	 FORMCHECKBOX 

	
	

	Mixed 


	White and Black Caribbean
	 FORMCHECKBOX 

	
	

	
	White and Black African
	 FORMCHECKBOX 

	
	

	
	White and Asian
	 FORMCHECKBOX 

	
	

	
	Any other mixed
	 FORMCHECKBOX 

	
	

	Asian or Asian British
	Indian
	 FORMCHECKBOX 

	
	

	
	Pakistani
	 FORMCHECKBOX 

	
	

	
	Bangladeshi
	 FORMCHECKBOX 

	
	

	
	Any other Asian
	 FORMCHECKBOX 

	
	

	Black or Black British
	Caribbean
	 FORMCHECKBOX 

	
	

	
	African
	 FORMCHECKBOX 

	
	

	
	Any other Black
	 FORMCHECKBOX 

	
	

	Other Ethnic Groups
	Chinese
	 FORMCHECKBOX 

	
	

	
	Any other Ethnic Group
	 FORMCHECKBOX 

	
	

	
	Do not wish to disclose 
	 FORMCHECKBOX 

	
	


	Declaration

	I declare that the information on this form is correct to the best of my knowledge and I note that the withholding, falsification or omissions of relevant information by a successful candidate are grounds for disciplinary action which may lead to dismissal.



	Signature:
	
	Date:
	     

	How did you hear about this vacancy?
	 FORMDROPDOWN 
       


   Application for Employment 


      Confidential
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