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HQIP Job Application Form

Please save this application form using your own name as the filename, e.g. Firstname.Surname.doc, when you are submitting it by email
	Guidance Notes

This form is designed to give you, as a candidate for employment with HQIP, the best opportunity to present your skills and abilities. Before filling it out, please read any material we have sent you and consult our website.

Key Points in Filling Out the Form

· Read through the job description carefully and relate your skills, knowledge and experience to the responsibilities of the post as fully as possible, providing evidence based on work or other activities.
· The person specification outlines the essential requirements you must meet to be selected for interview and appointment. You should therefore address your application to these criteria, demonstrating how your skills, knowledge and experience are related to the role’s requirements. 

· Do not attach additional sheets.
· Complete and return the Declaration of Interest together with the application form.

Submitting Your Application
Only electronic applications will be accepted. Please email your application to HQIP.HR@hqip.org.uk
Interview

All interviews are currently conducted via videoconferencing. You will need equipment (laptop, tablet, phone, etc.) to connect with the interviewing panel via a link provided by HQIP ahead of the scheduled interview.

We recommend testing your equipment and interview link in advance.

Right to Work in the UK

For all roles, you will be asked to provide evidence of your right to work in the UK at application and throughout the duration of your employment.

Please note that HQIP is unable to sponsor candidates at any stage of the application process or during employment with HQIP.

Candidate Recruitment Privacy Notice
This privacy notice aims to help you understand how we use personal data. We take our responsibilities as a data controller very seriously and are committed to keeping information secure and protecting our IT infrastructure in line with industry standards and good practice.
Candidate Recruitment Privacy notice 



	Post Applied for
	

	Personal Details

	Full Name
	

	Home address

Post code
	

	Phone number
	

	E-mail address
	


	Education 
Please give details of education, starting with the most recent first.

	Place and dates of study
	Level/Subject/Grades
	Date Obtained

	
	
	

	
	
	

	
	
	

	
	
	

	Professional Qualifications 
Please give details of membership of professional organisations, where relevant.

	Dates 
	Course/Level/Membership
	Date Obtained

	
	
	

	
	
	

	Training 
Please give details, including dates, of training courses relevant to your application.

	
	

	
	

	
	


	Employment

	Name and address of present or most recent employer
	Dates

(From and To)
	Job title and brief details

of the nature of the work
	Reasons for leaving/

wishing to leave

	
	
	
	

	Previous Experience
 Please list your experience in reverse order, starting with the most recent example. Where relevant to the job, the experience listed may include voluntary work or caring for others as well as paid employment.

	     Name and address of employer

(where relevant)
	Dates

(From and To)
	Job title (where relevant) and brief details

of the nature of the work
	Reasons for leaving



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Additional Information in Support of Candidate’s Application

Please provide additional information to support your application by responding to the following questions.
This statement will help us better understand your suitability for the position, so please ensure it is clear and concise.

	1. Why you are applying for this position – explain your motivation and why you are interested in working with us.


	2. How your skills and experience meet the requirements – refer to the job description and provide examples of how your qualifications match the essential criteria.


	3. What you can bring to the role – highlight how your personal attributes, strengths, and unique abilities make you an ideal candidate.


	4. Any additional supporting information – Include any other relevant details that you believe will strengthen your application.



	Interview arrangements and availability

	If you have a disability, please tell us if there are any reasonable adjustments we can make to help you in your application or with our recruitment process.

	

	Are there any dates when you will not be available for interview?

	

	When can you start working for us?

	


	Right to work in the UK

	Do you need a work permit to work in the UK?
	Yes/No

	Do you have on?
	Yes/No/Not applicable

	If yes, when does it expire? 
	


	References 

Please give details of two referees. A referee should be someone you know in a professional capacity, and one must be your present or most recent employer or, if appropriate, a suitable alternative, such as a tutor. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission.

	Most recent employer
	Other Referee

	Name
	
	Name 
	

	Position
	
	Position
	

	Relationship
	
	Relationship
	

	Telephone
	
	Telephone
	

	Email
	
	Email
	


	Declaration

I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal.

	Name
	

	E-signature
	

	Date 
	


	Please indicate below where you saw this post advertised:

	HQIP Website
	

	LinkedIn
	

	Social media [X, Facebook]
	

	HQIP bulletin 
	

	Through another organisation or network (please specify i.e. CHAIN)  
	

	Through another advertising website (please specify i.e. The Guardian, jobs.ac.uk)
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