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Application Form
Position Applied For
Job Title: Administrator
Date of Application: ____________________

Personal Information
Full Name: _____________________________________________________
Address: _______________________________________________________

Postcode: ______________________________________________________
Telephone Number: ____________________________________________
Email Address: _________________________________________________
Do you have the legal right to work in the UK?
☐ Yes ☐ No

Employment History
Please list your most recent employment first.
Current or Most Recent Employer
Company Name: _____________________________________________________
Job Title: _______________________________________________________
Employment Dates: From _______________ To __________________
Main Duties and Responsibilities:



Reason for Leaving:



Previous Employer
Company Name: _________________________________
Job Title: ______________________________________
Employment Dates: From _________ To _________
Main Duties and Responsibilities:



Reason for Leaving:


Please list brief details of any other employment on a separate sheet.
Education and Qualifications
	Qualification
	Institution
	Date Achieved

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Administrative Skills
Please tick all that apply:
☐ Microsoft Word
☐ Microsoft Excel
☐ Microsoft Outlook
☐ Microsoft PowerPoint
☐ Google Workspace
☐ Data Entry
☐ Record Keeping
☐ Diary Management
☐ Meeting Coordination
☐ Customer Service
☐ Report Writing
☐ Filing and Document Management
☐ CRM Systems
☐ Database Management
☐ Other: ___________________________

Relevant Experience
Please describe any experience that demonstrates your suitability for an administrative role.






References
Reference 1
Name: __________________________________________
Position: _______________________________________
Company: _______________________________________
Telephone: _____________________________________
Email: _________________________________________
Reference 2
Name: __________________________________________
Position: _______________________________________
Company: _______________________________________
Telephone: _____________________________________
Email: _________________________________________

Additional Information
Please provide any additional information that may support your application.




Availability
Notice Period: _________________________________
Available Start Date: ___________________________

Declaration
I confirm that the information provided in this application form is true and complete to the best of my knowledge. I understand that any false information may result in the withdrawal of an offer of employment or termination of employment.
Applicant Name: ________________________________
Signature: _____________________________________
Date: _________________________________________

Equal Opportunities Monitoring (Optional)
Gender: ________________________________________
Age Range: _____________________________________
Ethnicity: _____________________________________
Disability: ☐ Yes ☐ No ☐ Prefer not to say
This information is used solely for monitoring equality and diversity and will not form part of the recruitment decision.

Please return this form to cat.smith@feedingcoventry.org.uk  by 29th June 9.00am along with a covering letter outlining how your skills and experience meet the requirements of the role.   
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