
Application Pack

Thank you for requesting this application pack.

Notes on Application

Please read these notes carefully.  They will help you to provide us with all the information we need to consider your application.

Completing the application form

All sections of the form must be completed for us to be able to assess your application: if a section isn’t relevant please put ‘N/A’ (not applicable). Don’t substitute, or cross reference information on this form.  Do not send in a Curriculum Vitae (CV).

When you have completed all sections, you should return all pages by the closing date advertised.

If we wish to progress your application further, you will be contacted by phone or email advising you of the next stage of the selection process. Unfortunately, we don’t always have the resources to inform applicants who are not shortlisted; therefore, if you haven’t heard from us within four weeks of the closing date, regrettably you have not been selected for the next stage in the process.

Information required on application

We require you to give us the details of 2 referees who will be able to give their opinion as to your suitability for the role in question. 

A reference will be sought from your current or last employer. Referees must be professional and appropriate to the position applied for, although for school or college 

This vacancy is open to women only in accordance with the Equality Act 2010, Schedule 9, Part 1.
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leavers, an academic reference would be suitable. 

We are unable to accept a reference from a family member or personal friend.

Please ensure that your contact details are correct as this will prevent delays in the application process. 

The Selection Process

If you are being invited for interview, you will be contacted by the HR Manager to give you details of the date, time and venue for next stage of the selection process. 

DBS checks

Staff in all positions within The Women’s Centre Cornwall are required to undergo a DBS check at enhanced level: any job offer is subject to a satisfactory DBS check.

Please return this application form to:

recruitment@womenscentrecornwall.org.uk
or

Nicola Cass
HR Manager

The Women’s Centre Cornwall

PO Box 39

Bodmin

Cornwall

PL31 1XF


Application for Employment

Please use black ink/font when completing this form and complete all sections unless the section is not relevant, in which case please put N/A (not applicable) in the space provided

Position applied for

	Job Title: 

Support Service Manager 

	Closing Date: 

9am, Monday 13th July 2026


	Where did you see this position advertised?




Personal details

	Family name



	Forename



	Title (Mr/Ms/Mrs/Miss etc)                                                                                     



	Address



	                                                                                                                                 Postcode



	Telephone (home)                                                                                                   Mobile phone number

                              

	Work



	Email Address




	Do you require a work permit or any other kind of document to show that you have necessary permission to work in the UK?



	Yes / No

	Do you currently have the necessary documentation to enable you to work in the UK?
	Yes / No


	
	

	
	

	If you answered yes to any of the 2 questions above, please give details below





Employment History - Please give details of your last three positions or details of your employment covering the last 10 years, whichever is the longer.   Please give as much information as you can about your previous work as well as voluntary work history. If you have taken study/career breaks please include details. For guidance, information about unrelated positions dating back more than 15 years need not be provided.

	Name, address of most recent employer

Postcode
	Your job title

	
	

	Start date                     Month               Year
	Salary on leaving

	Brief description of duties


	Leaving date    

Mth             Year

	
	Reason for leaving


	Name and address of previous employer

Postcode
	Your job title

	
	

	Start date                     Month               Year
	Salary on leaving

	Brief description of duties


	Leaving date    

Mth             Year

	
	Reason for leaving


	Name and address of latest employer

Postcode
	Your job title

	
	

	Start date                     Month               Year
	Salary on leaving

	Brief description of duties


	Leaving date    

Mth             Year

	
	Reason for leaving


	Employer’s name and address

Postcode


	Position held



	
	From                       To

	
	

	Reason for leaving


	


	Employer’s name and address

Postcode


	Position held



	
	From                       To

	
	

	Reason for leaving


	


	Employer’s name and address

Postcode


	Position held



	
	From                       To

	
	

	Reason for leaving


	


Please continue on next page if necessary.

	Please give details of any breaks in your work history

	


Professional Qualifications

Please give details of any professional qualifications or membership of professional bodies

	Qualification/level
	Issuing college/authority
	Date issued

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Educational Qualifications

Please give details of educational qualifications and examinations passed

	School/college
	Subject
	Date issued

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Qualifications currently being studied for

	Qualification/level
	Issuing college/authority
	Finishing date

	
	
	

	
	
	


Successful applicants will be subject to a Criminal Records Bureau check at enhanced level.

	Would you be willing to undergo a Criminal Records Bureau check?
	Yes / No


Personal statement

Please refer to the person specification and competencies where you will find the detailed requirements for this post. Please state how you feel you meet these criteria. This information will play a significant part in the shortlisting process.

PLEASE DEMONSTRATE HOW YOU MEET THE PERSON SPECIFICATION AND HOW YOU HAVE MET THE COMPETENCIES BY PROVIDING EVIDENCE OF THIS AS SUCCINCTLY AS POSSIBLE.  DO NOT INCLUDE A CV.

Please continue on an additional sheet(s) if necessary

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


REFERENCES 

One of the referees must be your current or most recent relevant employer.  References will not be taken up unless your application is successful.

	Referee:

Name:

Address:

Telephone Number:

Email address:

	Organisation:

Referee’s Job Title:

Capacity in which referee knows you:

	Referee:

Name:

Address:

Telephone Number:

Email address:
	Organisation:

Referee’s Job Title:

Capacity in which referee knows you:




Data Protection Statement

All of the information collected in this form is necessary and relevant to the performance of the job applied for.  We will use the information provided by you on this form, by the referees you have noted and the educational institutions with whom we may undertake to verify your qualifications with, for recruitment purposes only.  The Women’s Centre Cornwall will treat all personal information with the utmost confidentiality and in line with current data protection legislation.
Should you be successful in your application, the information provided and further information which will be gathered at the relevant time will be subsequently used for the administration of your employment and in relation to any legal challenge which may be made regarding our recruitment practices.

Declaration

I confirm that to my knowledge the information above is complete and correct and I understand that if I am appointed and this information is found to be inaccurate this may affect my continued employment with The Women’s Centre Cornwall.

	SIGNATURE
	DATE

	
	


