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	JOB APPLICATION FORM


	
	

	
	


Confidential 

Please note we only accept jobs applications by electronic submission. Please email your completed Job Application form and related Equality and Diversity form to jobs@kew.org .If you have a disability or special need that requires support, please contact us on 020 8332 3135.
Before completing this form please read the accompanying ‘Guidance Notes for Applicants’ document.

	POST APPLIED FOR:                                                          JOB REFERENCE:     

	1: PERSONAL DETAILS                                                INTERNAL CANDIDATE: noyes/ 

	Surname:      
Forenames:      
Name Known As:      
Preferred title (Dr, Mr, Mrs, Ms, Miss):      
Former surnames

if different:      
(referees or qualifications may use your previous name)


	If you are not a British passport holder or a citizen from the European Economic Area (EEA) or Switzerland, or you do not have the permanent right to remain in the UK, you will require a work visa.
Do you need a work visa to be employed in the UK?  

 NoYes


If you are already have an appropriate work visa please tell us what type it is and when it expires: 

     

	
Permanent contact address & postcode:  

     
Contact / correspondence address and postcode (if different from above)*: 
     
Home telephone number:       
Mobile Number:       
Email address:       
Other contact:       
(If applicable)  
* Please note that all postal correspondence will be sent to the contact / correspondence address provided.
	Where did you first see this post advertised?

  RBG Kew web site
  Linkedin

  Twitter
  Other Website *
* website title:          
  Newspaper *
*newspaper title:          
  Specialist publication *

*publication title:          
  None of the above. Please outline where you saw this post advertised:       


	2: Education &Qualifications starting with the most recent first 


	Name of qualification / course
	Name of institute
	Qualifications / course results

	     

	     
	     


	3: Career History starting with the most recent first 


	Name, address & business of employer


	Job title & brief summary of duties
	Reason for leaving


	Duration of employment

	     

	     
	     
	     


	Please state the salary and benefits provided by your current or most recent employer (this information is not required for internal applicants): 
     



	Reason for gaps in employment starting with the most recent first
	Duration of gap in employment

	     

	     


	4: RELEVANT SKILLS, ABILITIES, KNOWLEDGE, EXPERIENCE & YOUR REASONS FOR APPLYING FOR THIS JOB (Before completing this section please read the accompanying ‘Guidance Notes for Applicants’ document. It is important that examples are provided which best demonstrate your ability to meet the role criteria outlined in the Person Specification)



	     



	5: APPLICANTS WITH DISABILITIES Completion of this section is optional 


Kew has the Disability ‘two ticks’ accreditation and any candidate who states they have a disability and who meets the essential criteria for the post will be guaranteed an interview. To enable us to meet this commitment please confirm if you consider yourself to have a disability as defined in the Equality Act 2010? (please refer to the accompanying ‘Guidance Notes for Applicants’ document).
 Yes
 No
 Prefer not to say
To ensure we do not create any barriers in our selection process, and to help us implement our equal and diversity policy effectively, please let us know if you would like us to provide any particular assistance if you are invited for an interview: 

      
Should you have any question, please do not hesitate to contact us at jobs@kew.org or by telephone on + 44 (0)20  8332 3135  
6: REFERENCES:  Please note that we need references to cover the last 3 years and one of them should be your current or most recent employer. We reserve the right to take up further references from any previous employer and for successful applicants Kew will verify all periods of employment over a 3 year period. We will not contact referees without your prior consent.
	Referee 1: (Present or most recent employer.)

Title 

(Dr Mr Mrs Miss Ms etc):     
Full name:      
Job title:     
Organisation:      
Address:      
Telephone no.      
Email address:       
May we obtain this reference now?  No
Yes/ 
Relationship (previous manager, etc):      

	
	Referee 2:

Title 

(Dr Mr Mrs Miss Ms etc):     
Full name:      
Job title:     
Organisation:      
Address:      
Telephone no.      
Email address:       
May we obtain this reference now?  No
Yes/ 
Relationship (previous manager, etc):      


	7: OTHER INFORMATION




	
Please notify us of any dates you are unavailable for interview:      
If offered the position when could you start?      



	8: DECLARATION   



	In submission of your application you accept and declare the following:

The information provided by you on this form as an applicant will be stored either on paper records or a computer system in accordance with the Data Protection Act 1998. 
You give permission for RBG Kew to process any information provided in this application, including personal data, for the purpose of recruitment. If your application is unsuccessful your details will be retained for up to 6 months.
The information given in this application form is true and complete.  You understand that if you have given any misleading information on this form or made any omissions, this may result in the withdrawal of this application, retraction of offer of employment or dismissal. 

	Name:      
	Date:       
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