CONFIDENTIAL


Please send the filled Application Form to: beijingoffice.china@savethechildren.org 
or fax to: 010-65006554
Save the Children China Programme

JOB APPLICATION FORM

PART A - (this part of the form is used for short listing)

Any data about you will be held confidentially and will only be used for recruitment to the post below, and for employment monitoring purposes, though this data will be kept anonymous. If you are unsuccessful, your application will be destroyed after 12 months and if you are successful, the relevant information will be kept as part of your employee file.

Position applied for_____________________________________ date_______________

Name________________________________Surname ___________________________
E-mail Address: __________________________ 

Contact Numbers:_________________________

Have you worked for an NGO before? (Yes/No, if yes please specify)_______________
How did you hear about this job? (Please specify which source)___________________
Please use the space below to describe how your experience, skills, knowledge and qualities make you suitable for appointment to this post. 

Remember that we will be short listing based only on the information you provide and on your ability to meet the selection criteria described in the person specification for this post. 

You can list experience and knowledge gained from current and previous employment, voluntary work and any other activities which you consider relevant to this post.

Personal Achievements:
(Please use sub headings according to the selection criteria in the person specification provided in the Job Description).
Please continue on a separate sheet if necessary

Qualifications / Training
Schools, Colleges, University etc.: 
	Period
	Institution
	Qualification and Subject

	
	
	


Other relevant training / qualifications:

	Course
	From
	To
	Details

	
	
	
	


Current professional membership [if any]

	Membership 
	Institution 

	
	


Please continue on a separate sheet if necessary

LANGUAGES 

(please tick where appropriate) 
Spoken Chinese     □ Native Speaker   □ Excellent    □ Fluent    □ Fair    □ Poor

Written Chinese      □ Native Speaker   □ Excellent    □ Fluent    □ Fair    □ Poor

Spoken English      □ Native Speaker   □ Excellent    □ Fluent    □ Fair    □ Poor

Written English       □ Native Speaker   □ Excellent    □ Fluent    □ Fair    □ Poor

Other languages (please name):_____________________________________________

Employment

Present or most recent employer: (if appropriate)

	Name,address and telephone of company/organisation 
	

	Dates employed 
	From:
	
	To:
	

	Your Job Title
	

	Summary of work contents and  responsibilities
	

	Current / most recent salary
	

	Reason for leaving
	

	Notice period Required
	


Other employment / experience (most recent first) 

Please include experience relevant to this post together with a record of results and achievements.

	Name and address of employer & telephone 
	

	Dates employed 
	From:
	
	To:
	

	Your Job Title
	

	Summary of duties and record of achievements in your current role
	

	Reason for leaving
	


	Name and address of employer & telephone
	

	Dates employed 
	From:
	
	To:
	

	Your Job Title
	

	Summary of duties and record of achievements in your current role
	

	Reason for leaving
	


	Name and address of employer & telephone
	

	Dates employed 
	From:
	
	To:
	

	Your Job Title
	

	Summary of duties and record of achievements in your current role
	

	Reason for leaving
	


Please continue on a separate sheet if necessary

PART B -Personal Details

	Surname
	
	First Names:
	


(Ms/Miss/Mrs/Mr/Other) please specify

	Address
	

	Post Code
	

	Telephone no.
	Home
	
	Mobile 
	

	Personal Email 
	


If you are not available on your personal contact details, please provide us with alternative numbers/email and let us know if we need to be discreet: 

_____________________________________________________________
Save the Children is committed to the principle of equal opportunities.

No job applicant or employee should be treated differently because of their colour, race, ethnic origin, religion, disability, sex, sexual orientation, age (18 - 60), HIV status or marital status.

Nationality or any ethnic group

__________________________________________

Gender


□ Male

□ Female 


Marital status

□ Single

□ Married 

□ Others




 ID Number:

Disability
Would you describe yourself as having a disability? 


□ Yes 

□No

Do you have relationship of relative/classmate/friend/previous manager/colleague currently working with Save the Children China Programme? (Yes/No__________). If yes, please specify the name and relationship __________________________________________.
Referees (should be your current or most recent line managers)

Please note that any job offer is subject to satisfactory references. We will only seek references for the successful candidate unless otherwise advised.

	
	Referee 1(line manager)
	Referee 2 (Line manager)


	Name
	
	

	Job Title
	
	

	Address
	
	

	Relationship 
	
	

	Email address
	
	

	Tel no.
	
	


Declaration 

I confirm that all the information provided in this application form are true and correct.  Unfaithful information provided will result in rejection of application or disciplinary procedures during employment. 
	Signed
	
	Date:
	


Please note that if you are returning this form electronically and unsigned you will still be bound by the declaration when we receive your application electronically. 

Recruitment and selection procedures and checks reflect Save the Children’s commitment to the protection of children from abuse.
Save the Children's Child Protection Policy must be read before attending the Interview. (Please click www.savethechildren.org.cn-- For detailed Policy) 
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