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APPLICATION FORM:

Please complete the application form in black ink or electronically, when completing the form electronically, enter text by clicking in the top left hand corner of the appropriate box. The text boxes in the “career history” section are expandable.  Other text boxes are not.   If completing in black ink you may find that you have insufficient space in which to detail your career history. If so, you should continue on a separate sheet of paper using the format in this form. We will not accept a specially prepared CV.
You are most welcome to attach a single A4 page covering letter explaining why you are particularly suitable for the post for which you are applying to complement your application form but this is not essential. 

We are happy to receive applications electronically to recruitment@farmafrica.org.uk. In so doing there will be a presumption that the information you have provided is true and complete. If you are invited to attend an interview you will be asked to sign the declaration page of your application on your arrival.

Applications can also be sent by post to FARM-Africa, Clifford’s Inn, Fetter Lane, London EC4A 1BZ, for the attention of the Human Resources Manager.

Applications should arrive at FARM-Africa by the date and time specified in the advert. Applications received after that date and time will not be considered. 
NOTES ON OUR SELECTION PROCEDURE

FARM-Africa is an equal opportunities employer and appoints on merit by open competition. Please see our Equal Opportunities Policy in full below.

If short-listed, we will invite you to an interview and we will ask you to state any special arrangements we should make on account of disability.

An offer of appointment is dependent on our receiving satisfactory references.

EQUAL OPPORTUNITIES POLICY 
FARM-Africa is committed to the establishment and development of equal opportunities in employment to ensure that no one receives less favourable treatment on the grounds of race, colour, nationality, ethnic, tribal, or national origins, language, sex, pregnancy, marital status, family responsibility, age, disability, sexual orientation, HIV status, political opinion or religious belief. 

FARM-Africa recognises that it is dependent on its staff to achieve its objectives and aspires to be a good employer with staff who work to their fullest potential and find satisfaction in their employment in so far as this contributes towards the fulfilment of FARM-Africa’s mission. To this end, individuals are to be recruited, trained and promoted solely on the basis of genuine job requirements, relevant experience and qualifications, skills and other relevant criteria. 

FARM-Africa recognises that the success of the equal opportunities policy in employment depends on the involvement and co-operation of all employees.  FARM-Africa will endeavour to ensure that employees are fully aware of their responsibility to abide by the policy and practices in all aspects of their work and will provide guidance on equal opportunities for managers involved in the processes of recruitment, selection, appraisal and promotion. 

FARM-Africa is committed to a programme of action to make this policy fully effective and will consistently monitor and review the procedures, practices and guidelines that underpin it.  

FARM-Africa seeks to achieve a gender balance throughout the organisation, particularly in strategic management roles.  FARM-Africa will pay female and male employees equal salary for equal work. 

Recruitment and Selection 
The recruitment and selection process is crucially important to any equal opportunities policy.  We will endeavour through appropriate training to ensure that employees making selection and recruitment decisions will not discriminate, whether consciously or unconsciously, in making these decisions. 

Promotion and advancement will be made on merit and all decisions relating to this will be made within the overall framework and principles of this policy. 

Job descriptions, where used, will be reviewed to ensure that they are in line with our equal opportunities policy.  Job requirements will be reflected accurately in any personnel specifications. 

We will adopt a consistent, non-discriminatory approach to the advertising of vacancies. 

We will not confine our recruitment to areas or media sources, which provide only, or mainly, applicants of a particular group. 

All applicants who apply for jobs with us will receive fair treatment and will be considered solely on their ability to do the job. 

All employees involved in the recruitment process will periodically review their selection criteria to ensure that they are related to the job requirements and do not unlawfully discriminate. 

Short-listing and interviewing will be carried out by more than one person whenever possible. 

Interview questions will be related to the requirements of the job and will not be of a discriminatory nature. 
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	Job Title


	
	

	
	
	
	
	
	
	
	
	

	
	Where did you see the advert for this job?


	
	

	
	PERSONAL DETAILS
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Full name (with family or last name in capitals)
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	

	
	
	
	
	
	
	
	
	

	
	Title (e.g. Mr, Mrs, Miss Ms, Dr)
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Permanent address including Postcode
	
	Mailing address, if different
	

	
	
	
	
	

	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Telephone number

/mobile
	
	
	

	
	
	
	
	
	
	
	
	

	
	Facsimile number


	
	
	

	
	
	
	
	
	
	
	
	

	
	E-mail


	
	
	

	
	
	
	
	
	
	
	
	

	
	Daytime telephone number


	
	
	

	
	
	
	
	
	
	
	
	


	Educational and Professional Qualifications

Please list all qualifications gained, giving subject; class, level or grade of award; and/or other professional qualifications.

	
	
	
	
	
	

	
	Qualification
	
	Issuing body/institute
	
	Date of award

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Please list any professional other professional or other courses attended that may be relevant to this post

	
	
	
	
	
	
	

	
	

	
	
	
	
	
	


Professional memberships 

	
	

	
	

	
	


Languages

Please indicate your level of fluency against each of the following:
1 = fluent  2 = moderate  3 = basic

	
	
	
	
	
	
	

	
	Language


	Read
	Write
	Speak
	Understand
	

	
	
	
	
	
	
	


	
	Career History

Please describe your career to date, starting with your most recent employment first and work in reverse order.  Please account for any intervals, and complete the details, if necessary, on a separate sheet of paper. Indicate the country in which you worked.
	

	
	Current employment
	
	
	

	
	1. Employer’s name and address
	1.
	

	
	2. Your position / Job title
	2.
	

	
	3. Dates employed
	3.  From:
	To:
	

	
	4. Brief outline of responsibilities and achievements
	4.


	

	
	Previous employment 1
	
	

	
	1. Employer’s name and address
	1.
	

	
	2. Your position / Job title
	2.
	

	
	3. Dates employed
	3.  From:
	To:
	

	
	4. Brief outline of responsibilities and achievements
	4.


	

	
	5. Reason for leaving
	5.
	

	
	Previous employment 2
	
	
	

	
	1. Employer’s name and address
	1.
	

	
	2. Your position / Job title
	2.
	

	
	3. Dates employed
	3.  From:
	To:
	

	
	4. Brief outline of responsibilities and achievements
	4.


	

	
	5. Reason for leaving
	5.
	

	
	Previous employment 3
	
	
	

	
	1. Employer’s name and address
	1.
	

	
	2. Your position / Job title
	2.
	

	
	3. Dates employed
	3.  From:
	To:
	

	
	4. Brief outline of responsibilities and achievements
	4.


	

	
	5. Reason for leaving
	5.
	

	
	Time unaccounted for:
Please state any periods unaccounted for e.g. career breaks, unemployment etc
	

	
	
	
	

	Please explain why you are applying for this role, relating your knowledge, skills and experience to the person specification for the post. Please feel free to add additional sheets if you need extra space.

	

	REFERENCES



	
	1st Referee (most recent employer who will only be contacted after a job offer)


	
	2nd Referee

	
	
	
	

	Criminal Record

Please make a note of any criminal convictions 'spent' under the Rehabilitation of Offenders Act 1974. If you have no criminal convictions please indicate below. In certain circumstances employment is dependent upon obtaining a satisfactory basic disclosure from the Criminal Records Bureau/Disclosure Scotland.

Details of Conviction

Date of Conviction



	DECLARATION

I confirm that the above information is complete and correct and that any untrue or misleading information will give my employer the right to terminate any employment contract offered. 

1. I agree that the organisation reserves the right to require me to undergo a medical examination. (Should we require further information and wish to contact your doctor with a view to obtaining a medical report, the law requires us to inform you of our intention and obtain your permission prior to contacting your doctor). I agree that this information will be retained in my personnel file during employment and for up to six years thereafter and understand that information will be processed in accordance with the Data Protection Act. 

2. I agree that should I be successful in this application, I will, if required, apply to the Criminal Records Bureau/Disclosure Scotland for a basic disclosure. I understand that should I fail to do so or should the disclosure not be to the satisfaction of the company any offer of employment may be withdrawn or my employment terminated. 
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Signature



Date

Please send your completed application form to recruitment@farmafrica.org.uk or for the attention of the Human Resources Manager at FARM-Africa, Clifford’s Inn, Fetter Lane, London ECA 1BZ.
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