	[image: image1.png]



	JOB APPLICATION FORM



IMPORTANT INFORMATION / PLEASE READ 
Thank you for your interest in working for WOFAK.

Please complete this form electronically if possible. If a question does not apply, please enter N/A (not applicable)
The completed application form along with the completed Criminal Offences Declaration and the Recruitment Monitoring Form should be emailed to: vacancy@wofak.or.ke
If you complete this form by hand please use black ink and send the form by post to: WOFAK PO Box 35168, 00200, Nairobi
We regret that we are unable to reply to every job applicant. However, if you are selected for interview, you will be notified at least five days before the interview date, which has been stated in the advert.
SECTION 1 / VACANCY INFORMATION
	Job title:
	                                                         Job Reference: 

	How soon could you be free to take up a new job?
	


SECTION 2 / PERSONAL INFORMATION
	Title: (X)        Mr          Ms           Mrs           Miss            Other (please state)

	Surname:
	

	Forename(s):
	

	Full Postal Address:
	

	
	

	
	

	
	

	
	

	Telephone Number(s) -If outside the Nairobi telephone area, please include code(s)

	Day:
	
	Evening:
	

	E-mail address:
	


SECTION 3 / CURRENT EMPLOYMENT 

Details of current employment or voluntary work (if applicable)
	Date Started:
	
	Date Left:
	

	Job title:
	

	Employer:
	
	Salary:
	

	Main responsibilities and activities:




	Why do you wish to change jobs (if currently employed) and what attracts you to this particular post?




SECTION 4 / TRAINING & QUALIFICATIONS

	Please give details and the dates of any relevant training and qualifications:



	Do you have a valid driving licence? (X)               
	     Yes               
	      No

	Do you have your own transport? (X)                   
	     Yes               
	      No


SECTION 5 / DETAILS OF PREVIOUS EXPERIENCE
Please start with the job prior to the one described above and work backwards. Include any experience gained in a voluntary capacity. If any jobs were in the Social Care Field, please specify the client group.
	Date Started:
	
	Date Left:
	

	Job title:
	

	Employer:
	
	Salary:
	

	Reason For Leaving:
	

	Main responsibilities and activities: 




	Date Started:
	
	Date Left:
	

	Job title:
	

	Employer:
	
	Salary:
	

	Reason For Leaving:
	

	Main responsibilities and activities: 




	Date Started:
	
	Date Left:
	

	Job title:
	

	Employer:
	
	Salary:
	

	Reason For Leaving:
	

	Main responsibilities and activities: 




	Date Started:
	
	Date Left:
	

	Job title:
	

	Employer:
	
	Salary:
	

	Reason For Leaving:
	

	Main responsibilities and activities: 




SECTION 6 / JOB SPECIFICATION

Please read carefully through the Job Description and the Competencies & Qualities required for the post you are applying for. Then in the space provided below and on the next page, please address yourself to the points and explain clearly how your experience and knowledge meets these requirements. Please give examples. Application forms without this completed section will not be accepted.
	


Continued on the next page
SECTION 6 / JOB SPECIFICATION CONTINUED…

	


Please continue onto a separate sheet of paper if necessary

SECTION 7 / REFERENCES

Please give the names, addresses and telephone numbers of two referees, including your latest employer**. Please indicate the relationship between yourself and the referee e.g. line manager/colleague. We will not approach either of your referees unless you have been selected for the post, i.e. after a successful interview. Please make sure that the referees that you name have given their consent to be contacted.
	Name:
	
	Relationship:
	

	Address:
	

	Telephone No:
	

	Email Address:
	


	Name:
	
	Relationship:
	

	Address:
	

	Telephone No:
	

	Email Address:
	


**If you have not been employed before, please give details of someone we may approach for a character reference.
SECTION 8 / DECLARATIONS

Relationship Declaration
	Avoidance of potential conflict of interest in recruitment
In order to ensure equality of opportunity and avoid any potential conflict of interest we are seeking to ensure the recruitment process is as transparent as possible. 
To assist us with this, we require the following information:

1. Are you related to or the partner of a current member of WOFAK staff? (X)  Yes        No


  If yes, please state the name of the employee and nature of relationship:

2. Are you related to or the partner of a current member of the Board? (X)       Yes        No

   
 If yes, please state the name of the Committee member and nature of relationship:

This information will not jeopardise your position in any way but will ensure that the process is conducted in a way that is beyond reproach


Declaration

	To the best of my knowledge and belief the information contained in this form is true. If I am successful in obtaining a post, and the information is later discovered to be incorrect, I understand that the appointment may be terminated by the trust.



	Signed/printed:


	Date: 


Please email this application form together with the completed Criminal Offences Declaration and the Recruitment Monitoring Form to: vacancy@wofak.or.ke or post to WOFAK PO Box 35168, 00200, Nairobi
Registered Charity: 
