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          Recruitment Application Form
Only unclassified data should be entered on this form.

Please refer to the guidance notes attached to this document to help complete the application form.

If you need any further help completing the form, please contact the Resourcing Administrators on

External Tel: 2596 – 3852, 3461, 3527 or 2385
Internal Tel: 94120 - 3852, 3461, 3527 or 2385
	Any personal information you provide CIV HR for locally employed staff, whether verbal or written, during the recruitment process or subsequently, if successful will be afforded the appropriate levels of protection as prescribed in the Data Protection Ordinance 2020. If you are invited to interview but are unsuccessful the information you provide will be retained for 2 years and then securely destroyed. If you are successful, the information will be retained on your personal record for a period of 100 years from your date of birth.


Please complete and submit the application electronically in its original format, other formats or paper copies are not accepted. If you are unable to do this, please contact the recruitment team on the numbers provided above. 
* 
These sections must be completed; without the information, we will not be able to progress your application any further.
	Section 1 – Status information *
 FORMCHECKBOX 
  UKFM with current and valid status stamp.        

 FORMCHECKBOX 
  Cypriot National.

 FORMCHECKBOX 
  Other – please specify below.  (not yet received status stamp, UK National etc)
If you are a status stamp holder you must fill in the information below found on your status stamp.
 Serial No:                                                    Expiry Date:            
Reason for other:                                                                                            

    


	Section 2 – Job information *

Vacancy No:                                           Closing Date: 
Job Title:   



	Section 3 – Applicants details *

Title:                              Forename:                                     Surname:

Home telephone:                                               Mobile No:
Email address: 

Social/National Insurance No:                              Date of birth:           
Are you a current/former employee of SBAA/BFC?            Yes       FORMCHECKBOX 
                    No       FORMCHECKBOX 
  
If yes, please insert your Pay/staff number:


	Section 4 – Nationality *

Present nationality:                                                  Dual nationality:

Nationality at birth:                                                   Passport/ID No.

Have you ever possessed any other nationality or citizenship?      Yes     ☐       No    ☐            

Are you subject to immigration control                                             Yes     ☐      No     ☐      
Are there any restrictions on your continuing residence or              Yes     ☐      No     ☐      
employment in the Republic of Cyprus

If you had answered Yes to any of the questions above could you, please provide details:




	Section 5 – Declaration *

The amendments to the Rehabilitation of Offenders Ordinance 2009 (Exceptions) Order 2009 provide that certain spent convictions and cautions are “protected” and are not subject to disclosure to employers and cannot be considered.
Do you have any convictions, cautions, reprimands or final warnings that are not protected as defined by the Rehabilitation of Offenders Ordinance 2009 (Exceptions) Order 2009?

Yes     ☐                No     ☐      
If you answered yes, please give details:

The following questions are applicable to existing employees only:

Are you currently available to attend work?




Yes  ☐  No  ☐
Are you subject to unsatisfactory performance?
                                                    Yes  ☐  No  ☐
Are you subject to misconduct proceedings?




Yes  ☐  No  ☐

Have you had any restriction of duties imposed as a result of misconduct action?
Yes  ☐  No  ☐

Are you subject to action due to unsatisfactory attendance?


Yes  ☐  No  ☐

Are you currently within a probation or initial period of service?


Yes  ☐  No  ☐

Have you made your Line Manager aware of this application?                                  Yes  ☐  No  ☐
I declare that the information that I have provided on this form is correct. I understand that any deliberate submission of false information is a serious offence and can lead to dismissal and/or prosecution

Signature:                                                          Date:


	Section 6 – Qualifications, licences, professional memberships and languages relevant to the position that you have applied for. *
Qualifications:

Qualifications

e.g. GCSE, A Level, BA

Subject

e.g. Maths, English

Grade/Level

e.g. A,B,C

Awarding Body

e.g. Edexcel, AQA, OCR

Licences:
Licence / certificate

e.g. Driving Licence *Specify Manual or Automatic

Date issued

e.g. 04/10/1987

Expiry date (if applicable)

e.g. 04/10/2037

Professional Memberships:

Organisation

e,g, National HR association

Level of membership

e.g. Foundation

Date joined

e.g. 01/06/2001

Date left

e.g. 01/06/2004

Languages:

English Language        Is this your native language           Yes     ☐       No      ☐
Speaking proficiency:                              High     ☐         Moderate     ☐        Low    ☐        None    ☐                   

Reading Proficiency:                               High     ☐         Moderate     ☐        Low    ☐        None    ☐      
Writing Proficiency:                                 High     ☐         Moderate     ☐        Low    ☐        None    ☐      
Understanding Proficiency:                     High     ☐         Moderate     ☐        Low    ☐        None    ☐       
Greek Language           Is this your native language                   Yes     ☐       No     ☐
Speaking proficiency:                              High     ☐         Moderate     ☐        Low    ☐        None    ☐      
Reading Proficiency:                               High     ☐         Moderate     ☐        Low    ☐        None    ☐       

Writing Proficiency:                                  High     ☐         Moderate     ☐        Low    ☐        None    ☐       
Understanding Proficiency:                      High     ☐         Moderate     ☐        Low    ☐        None    ☐      
Turkish Language           Is this your native language                   Yes     ☐       No      ☐
Speaking proficiency:                              High     ☐         Moderate     ☐        Low    ☐        None    ☐                

Reading Proficiency:                                High     ☐         Moderate     ☐        Low    ☐        None    ☐      
Writing Proficiency:                                  High     ☐         Moderate     ☐        Low    ☐        None    ☐      
Understanding Proficiency:                      High     ☐         Moderate     ☐        Low    ☐        None    ☐      


	Section 7 – Supporting Statement (optional)

This statement is the opportunity to describe your skills, experiences, abilities and knowledge tailored to the position that you have applied for and any other criteria in the job advert. You should use clear examples of situations from current or previous employment (including voluntary or charity work), stating your duties/responsibilities and describing any qualities you consider you should bring to the position, ensuring you highlight any other relevant information in support of your application.

(maximum of 250 words)



	Section 8 – Competences*
Type the name of the competence that you are writing about against the competences below, each competence should be no longer than 250 words, if you exceed the limit of 250 words, your competency may be assessed until the relevant limit. The remaining competence may not be considered. Your competences should be the same as per the advert, insert the names of the competences.

This section is where the recruiting line manager will evaluate you on. They will assess your evidence and mark a number of points for each competence example. The greater the number of points you have, the better chance of progressing to the interview stage. 

Guidance notes are available to help with the completion of competency based writing. 

1. Core Competences Examples
2. STAR GUIDE  

Please use the “STAR” method as a basis of writing the competence using the effective indicators as this is what you will be marked against.

Below you may find information on the STAR method. 

S for Situation – Describe the situation you were faced with. 

T for Task – Outline the task that you were given / faced with in this situation.

A for Actions – Describe the actions you carried out to complete the task.

R for Result – Describe the result or outcome of your actions, including the benefits/success.

The ‘action’ part of the example you provide is where you will need to provide as much detail as possible as (percentage of overall answer) it is the largest part of the answer.  Remember when completing the competences, the assessment is based on what you did, how you made it happen/resolved it, not anyone else therefore remember that it is I, I, I, not we, we, we!!!

Core Competence Framework
LSA_Competency_Framework
Early_Years_Competence_Framework
HLTA_Competence_Framework 

	Competence 1 – (insert name of competence)


	Competence 2 – (insert name of competence)


	Competence 3 – (insert name of competence)



	Competence 4 – (insert name of competence)



	Competence 5 – (insert name of competence)



	Competence 6 – (insert name of competence)



	Competence 7 – (insert name of competence)




Section 9 – Employment History and Personal Reference Details *

Please provide details of your employment history for the past 5 years, starting with the most recent. Enter any periods of unemployment (include details of your unemployment or district labour office) and give details of a school/university official who can provide a personal reference. 
In the Employment History section, you are requested to provide a corporate email address which will be used for obtaining references. Please provide an email address of a person that must have been a line manager or supervisor who can comment on your suitability for this post.

By completing the below table, you are giving us permission to contact your previous employers or personal referees and release your full name to gather previous employment details or references required as part of this recruitment process. 

	Employment History
1.    Name and full address of employer, your role, duration of employment, full contact details are required – email address is the most efficient way to contact an individual.
Are you currently employed? Yes / No
If yes, please complete the below

If no, please complete the below:

Name of Employer:

Duration: 

Phone number:

Your Role/Position held:

Provide details on unemployment:
Address:
Start date:
End date:
Details of district labour office (if applicable):
Email address:

Role/Position of referee:
2.    Name and full address of employer, your role, duration of employment, full contact details are required – email address is the most efficient way to contact an individual.
Have you been previously employed? Yes / No
If yes, please complete the below

If no, please complete the below:

Name of Employer:

Duration: 

Phone number:

Your Role/Position held:

Provide details on unemployment:

Address:

Start date:
End date:
Details of district labour office (if applicable):
Email address:

Role/Position of referee:
3.    Name and full address of employer, your role, duration of employment, full contact details are required – email address is the most efficient way to contact an individual.
Have you been previously employed? Yes / No
If yes, please complete the below

If no, please complete the below:

Name of Employer:

Duration: 

Phone number:

Your Role/Position held:

Provide details on unemployment:

Address:

Start date:
End date:
Details of district labour office (if applicable):
Email address:

Role/Position of referee:
4.    Name and full address of employer, your role, duration of employment, full contact details are required – email address is the most efficient way to contact an individual.
Have you been previously employed? Yes / No
If yes, please complete the below

If no, please complete the below:

Name of Employer:

Duration: 

Phone number:

Your Role/Position held:

Provide details on unemployment:

Address:

Start date:
End date:
Details of district labour office (if applicable):
Email address:

Role/Position of referee:
5.    Name and full address of employer, your role, duration of employment, full contact details are required – email address is the most efficient way to contact an individual.

Have you been previously employed? Yes / No
If yes, please complete the below

If no, please complete the below:

Name of Employer:

Duration: 

Phone number:

Your Role/Position held:

Provide details on unemployment:

Address:
Start date:
End date:
Details of district labour office (if applicable):
Email address:

Role/Position of referee:
Personal References

1. Name and Address of personal reference, full contact details are required, this should be someone that you have known for at least 2 years and not related
Name and Surname:

Email:                                                         
Phone number:

Relationship with referee:

Address:

Time known the Individual:                                       
2. Name and Address of personal reference, full contact details are required, this should be someone that you have known for at least 2 years and not related

Name and Surname:

Email:       
Phone number:                                                  
Relationship with referee:

Address:

Time known the Individual:    



	Section 10 – Disability and Assistance (optional)

We welcome applications from disabled people. Therefore, so that we can meet your needs as far as possible, we would be grateful if you would provide the following information:

Do you consider yourself disabled?                   Yes           ☐               No      ☐
See guidance for the definition of disability.
Please let us know if you have any disability related requirement to attend interview:

Sign language interpreter      ☐                someone with you at interview      ☐
                                                              (e.g. speech facilitator or advocate)

Wheelchair facilities      ☐
Other assistance:       ☐
(Please specify e.g. help from the vehicle, disabled parking etc.)




Section 11 – What to do next

Your application will not be accepted if it does not reach the Human Resources Department (electronically) by midnight on the closing date.  It is up to you to ensure that your application arrives on time. Applications received after the closing date will not be accepted.
The document must be sent electronically and in its original format, other formats will not be accepted e.g. PDF, bitmap or JPEG. Please note; some of these formats may exceed the mailbox limit and be rejected without notification.

Do not attach any other document (i.e. a CV) to the email. Additional documents will be disregarded and removed at source.

Please send the application to BFC-SBAA-RECRUITMENT-GPMAILBOX@MOD.GOV.UK  Do not attempt to send your application direct to the recruiting line manager. 
Through the recruitment process and within the guidelines of our policies, CIV HR deliver a transparent service of fair and open competition for all applicants applying for vacancies within the SBAA and BFC.
Question to help with advertising vacant posts

Where did you see / hear about the advert for this position?

	


Thank you for completing this application form and we wish you every success in this and any future posts that you may apply for.

Guidance notes for completing the application form
Section 1 – Status Information
You must complete all details regarding your status and give any details that have been asked about i.e. your status stamp reference number and the date of expiry, without this information we will not be able progress your application form.  
UKFM’s - You will have received your status stamp when you accompanied your spouse to Cyprus, it is an official document which is kept with your passport.  

Section 2 – Job Information
Please ensure that when completing your application form, you have stated the correct vacancy number, closing date and position title.

Section 3 – Applicant Details
Your details, we will need all information about yourself including any details regarding your previous service if you have been employed by SBAA/BFC. Please include your staff number if known.
Section 4 – Nationality
All details are required in this section. Please ensure that you provide either your passport number or ID number if you are Cypriot.  Failure to disclose information about immigration or restrictions of employment will result at your application being declined at pre- employment checks.
Section 5 – Convictions
You must declare any convictions. 
You must sign and date the application form, electronic signatures are accepted.
Section 6 – Qualifications, Licences & Memberships
This is the part where you can fill in all your relevant qualifications, licences, memberships and your language proficiency, please ensure that you read the job advert carefully and complete all of the required information, this will help you immensely when identifying the right person for the position.
Section 7 – Supporting Statement
This is the opportunity for you to provide information about you that is relevant to the position that you are applying for, ensure that you provide as much detail as possible for your skills, experience and previous work that can relate to the position that you applying for, you need to do this within 250 words.
Section 8 – Competence Examples
This section is where the recruiting line manager will evaluate the sift evaluation. They will assess your evidence and mark a number of points for each competence example. The greater the number of points you have, the better chance of progressing to the interview stage, at the top of section 7 there is a link to the core competence framework. Please use this as a basis of writing the competence using the effective indicators as this is what you will be marked against.
You may find it useful to use the “STAR” process when filling out each of the competences.

Situation – Describe the situation you were faced with. 

Task – Outline the task that you were given / faced with in this situation.

Actions – Describe the actions you carried out to complete the task.

Result – Describe the result or outcome of your actions, including the benefits/success.

The ‘action’ part of the example you provide is where you will need to provide as much detail as possible as (percentage of overall answer) it is the largest part of the answer.  Remember when completing the competences, the assessment is based on what you did, how you made it happen/resolved it, not anyone else therefore remember that it is I, I, I, not we, we, we!!!

Section 9 – Employment history details and references
This is extremely important as we will need you to submit your employment history for the last 5 years. We will also ask for contact details of your employers so we can request references therefore by completing the table and providing us the contact details you are giving us permission to contact the referees and release your full name to gather previous employment details required as part of this recruitment process.
In the first instance, if you are successfully selected, we will be contacting your referees. If you are offered a conditional offer your offer will be subject to satisfactory completion of the references. If you are not able to obtain a reference, then the offer will be retracted.

For individuals that have not had any employment before, you will need to provide contact details of your school, university or collage tutor/professor. Additionally, you will also need to provide two personal references.
Please try to provide referee details before you attend an interview.

VERY IMPORTANT NOTE:
For posts dealing with vulnerable people, references must be submitted before the interview. The BFC/SBAA Safer Recruitment Policy/Procedure will be followed.

Section 10 - Disability and assistance
This is an optional section and it does not need to be completed if you do not want to give us this information. However, if you are successful and need adjustments to attend the interview you will need to declare this to enable us to support you. 

Section 11 - What to do next 
All the details here are about how to submit the application and what we do not want you to send. Please read carefully as we will not accept any late or incomplete forms.

GOOD LUCK!
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