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JOB APPLICATION FORM

Secretary / Administrative Assistant
European Federation of Public Service Unions (EPSU)
Please complete this accurately, giving as many details as possible of your skills and experience relating to this job application. Shortlisting will be based on the information gathered from the form.  Please type directly in this form and send by email to Nadine Janssen njanssen@epsu.org by 12 July 2019 (by 12h00).  Interviews are planned for 18 or 19 July 2019. Please note that only candidates shortlisted for interview will be contacted.
1. Applicant’s details         

	Title:
	Surname:
	First name:

	
	
	

	Home address: 

	

	Telephone numbers:  please include country code

	Home:


	Work:

	Mobile:

	email address:  


 2.  Employment history  

Please start with your most recent employment. Briefly describe the main duties and responsibilities of your post. 
	1. Current / most recent employer / organisation 

	Name: 

	Address: 

	Job Title: 

	From:
	To: 


	Brief description of duties: 



	Reason for leaving/changing: 



	2. Previous employers/organisations

	Name: 

	Address: 

	Job Title: 

	From:
	To: 


	Brief description of duties: 



	Reason for leaving/changing: 



3. Education

Please tell us about your education and any qualifications which you feel are relevant to the post. Include relevant courses which you are currently undertaking. Please start with the most recent.

	Name of school/college/university/ training body
	Subject studied
	Qualification/ Level
	Date gained        

	
	
	
	

	
	
	
	

	
	
	
	


4. Training

Please list any training you have received or courses which did not lead to a qualification but which you feel are relevant to the advertised post.

	Training Course
	Date 

	
	

	
	

	
	


5. Experience / Skills

This section is for you to give specific information on your skills and capacities to do the job.  Please address each of the ‘essential requirements’ set out in the Job Description.  The information in this section should not exceed 500 words.
	


In this section you should tell us briefly why you are applying to work in EPSU. The information should not exceed 200 words.

6. Motivation 

	


7. references

Please give name, address and position/occupation of a referee.  If applicable, he/ she should be your present or most recent employer. References will only be taken up for the successful candidate. Testimonials or references from friends and relatives are not acceptable.

	Name: 

	Position:  

	Organisation: 

	Address: 


	Tel: 


By returning this application form you consent to EPSU using and keeping information about you provided by you – or third parties such as referees – relating to your application or future employment. This information will be used solely in the recruitment process and will be retained for six months from the date on which you are informed whether you have been invited to interview, or six months from the date of interview. 
1
1
3

[image: image1.jpg]