[image: ]
[Type text]	[Type text]	[Type text]

[image: ]



Access support is available for all applications, including alternative formats and tailored support. If, for access reasons, you would prefer to talk through these guidelines with one of our team or would like to submit your application in another format like video, please contact sherry@createarts.org.uk or call 020 7374 8485 and speak to Sherry.

	Name:
	
	Preferred pronoun(s):

	
	

	Position applied for:

	Head of Development (Grants / Major Gifts) 

	How did you learn about this position?

	



1) PRESENT/MOST RECENT EMPLOYER (if applicable)
	Employer’s name and address 
	Job title held 
	Brief description of main duties:

	
	
	

	Nature of business
	Date you started
	

	



	
	

	Reason for seeking other employment
	Date your employment ended (if applicable)
	

	


	
	

	Period of notice to be given: 
	Current salary / Salary on leaving: (this will be verified)
	£

	Date you would be available to take up employment if offered: 
	Details of any holiday commitments:



	

	Please confirm if your present post is your sole regular employment: 
☐Yes		☐No



2) PREVIOUS EMPLOYMENT (please include all previous employment and expand the box if necessary)
	Employer’s name, address & nature of business:
	Dates position held:
	Position held and brief description of main duties:
	Reason for leaving:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



3) EDUCATION (SECONDARY, FURTHER/HIGHER) (please start with the most recent and expand the box if necessary)
	Name of secondary school, colleges, universities and institutes of further education attended:
	Examinations

	
	Subject / Level
	Result

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Details of any professional qualification(s)/membership(s) of professional association(s):
	




Details of IT skills:
	




Details of any relevant training or course of study undertaken / currently being undertaken (please expand box if necessary):
	







Please note, Create may request evidence of any qualification you have given above before making an appointment.

4) INTERESTS / VOLUNTARY WORK Please give details of your interests and hobbies including any voluntary work you undertake
	









5) REFERENCES Please give the contact details of two employment referees (one to be present/most recent employer)
	Name:

	Name:


	Organisation:

	Organisation:

	Address:




	Address:

	Telephone:

	Telephone:

	Email:

	Email:

	Occupation:

	Occupation:

	Capacity in which known to you:


	Capacity in which known to you:


	Years known to you:

	Years known to you:


Please note, referees will not be approached unless a job offer is made.

6) EXPERIENCE
	Please outline your experience, relevant skills and suitability for this position, and why you are interested in the position / working for Create (ensure that you cover all the qualifications, experience, skills and abilities outlined in the person specification). Outline details of significant grant funding and HNWI donations that you have personally secured for your current or a previous employer over the past five years: 
 























Please use Arial point size 10 and do not overrun three sides of A4. Additional information will not be considered.
7) FURTHER INFORMATION
Do you have a full clean driving licence?	        	       ☐Yes		☐No			

Are you a car owner/have use of a car? 	        	       ☐Yes		☐No			

Do you need a work permit to work in the UK?	       ☐Yes*		☐No			

*if Yes, please state if you hold a current work permit and its expiry date:				
	



The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 (by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended)) and therefore all convictions, cautions, reprimands and final warnings (including those which would normally be considered “spent” under the Act) must be declared. If you have a criminal record this will not automatically debar you from employment.  Instead, each case will be assessed fairly by our objective assessment procedure.

Have you ever been convicted of a criminal offence?				☐Yes*	☐No
Is there any relevant court action pending against you?				☐Yes*	☐No
[bookmark: _Hlk112842870]Have you ever received a caution, reprimand or final warming from the police?	☐Yes*	☐ No
Are you barred from working with children, young people or vulnerable adults?	☐Yes*	☐ No

* if Yes, please send details confidentially to sherry@createarts.org.uk marked “Confidential”.

Data Protection Act (95/46/EC)

Information provided by you in this application or other relevant information supplied during the selection process (and any employment that may follow) may be held on computer and used for any lawful purpose relating to employee/personnel administration and management.  In the event that your application is successful and it is found that any information submitted is not correct, Create reserves the right to take appropriate disciplinary action that may result in your summary dismissal.

I declare that the information contained in this application is complete and correct.

I hereby give consent to Create carrying out checks on my qualifications. 



Signature:  								Date: 				
	 
	





Please complete the personal details on the following page 
and the Equal Opportunities Monitoring Form which follows (three pages).


PERSONAL DETAILS

The information provided will be used confidentially for administration purposes only and will not affect your application in any way.

	Position applied for:

	Head of Development (Grants / Major Gifts)




	Title (Mr, Mrs, Miss, Ms, other):
	

	Surname:
	

	First name(s):
	

	Preferred name:
	

	Preferred Pronoun(s):
	

	Home address:
	

	
	

	
	

	
	

	Postcode:
	

	Home telephone number:
	

	Work telephone number:
	

	Mobile telephone number:
	

	Email address:
	

	National Insurance number:
	

	Enhanced DBS Disclosure: (insert if applicable)
	Number:                                                  Date:





EQUAL OPPORTUNITIES MONITORING FORM

Create is committed to a policy of equal opportunities in its employment practices and to ensuring that no job applicant or employee receives less favourable treatment on any protected grounds including grounds of race, colour, ethnic origin, nationality, gender, gender reassignment, marriage and civil partnership status, religion or belief, sexual orientation, disability or age.

In completing this voluntary questionnaire, you will help us to maintain equal opportunities best practice and identify barriers to workforce equality and diversity. The form will be separated from your application on receipt and the information provided will be used confidentially for monitoring purposes only. It will not affect your application in any way.

Post applied for:  Head of Development (Grants / Major Gifts)
	
	



How did you learn about this position?
	
	


 
GENDER
How would you describe your gender identity (please tick)?

	Female (including trans women)
	☐

	Male (including trans men)
	☐
	Non-binary (eg androgyne)
	☐
	Prefer not to disclose
	☐



Prefer to self-describe ……………………………………………….……

	Is your gender identity different to the sex you were assumed to be at birth?
	☐


AGE
What is your age (please tick)?

	0–19
	☐
	20–34
	☐
	35–49
	☐
	50–64
	☐
	65+
	☐
	Prefer not to say
	☐


DISABILITY
Do you consider yourself to have a disability (a disability is defined as a physical or mental impairment that has a substantial and long-term adverse effect on a person’s ability to carry out normal day-to-day activities)? 

	[bookmark: _Hlk65144396]Yes
	☐
	No
	☐
	Prefer not to say
	☐


Do you consider yourself to be neurodivergent? (Examples of neurodiversity include Autism, Asperger’s, Autism Spectrum Disorder, Attention Deficit Hyperactivity Disorder (ADHD), Tourette’s Syndrome, Dyslexia, Dyspraxia, Dyscalculia, Synaesthesia).

	Yes
	☐
	No
	☐
	Prefer not to say
	☐


ETHNIC IDENTITY
How would you describe your nationality and/or ethnicity (please tick)?
	Black / Black British:

	African 
	☐
	
	

	Caribbean
	☐
	
	

	None of the above, please specify: 
	
	

	
East Asian / East Asian British:

	Chinese
	 ☐
	
	

	Japanese
	 ☐
	
	

	Korean
	 ☐
	
	

	None of the above, please specify:
	
	

	
Latin American:

	Latin American
	☐
	
	

	
Middle Eastern / Middle Eastern British / North African / North African British:

	Arab
	☐
	 
	

	Greek
	☐
	
	

	Iranian
	☐
	
	

	Kurd
	☐
	
	

	Turkish
	☐
	
	

	[bookmark: _Hlk100055340]None of the above, please specify:
	
	

	
Mixed / Mixed British:

	Black African and White 
	 ☐
	
	

	Black Caribbean and White 
	 ☐
	
	

	East Asian and White
	 ☐
	
	

	South Asian and White
	 ☐
	
	

	None of the above, please specify:
	
	

	
South Asian / South Asian British:

	Bangladeshi
	 ☐
	
	

	Indian
	 ☐
	
	

	Pakistani
	 ☐
	
	

	None of the above, please specify:
	
	

	
White / White British:

	Irish Traveller
	 ☐
	
	

	Roma / Romani / Roma Traveller / Romani Traveller
	 ☐
	
	

	White British
	 ☐
	
	

	White Irish
	 ☐
	
	

	None of the above, please specify:
	
	

	 

	None of the above, please specify:
	
	

	
Prefer not to say:
	☐
	
	





SEXUAL ORIENTATION
How do you describe your sexual orientation (please tick)?

	Bisexual
	☐
	
	

	Gay man
	☐	
	

	Gay woman/Lesbian
	☐	
	

	Heterosexual/Straight
	☐
	
	

	Queer
	☐
	
	

	I would describe it as:
	

	Prefer not to say
	☐
	
	




SOCIO-ECONOMIC BACKGROUND
What was the occupation of the main income earner in your household when you were 14 years old?

	Clerical and intermediate Occupations 
eg secretary, personal assistant, clerical worker, call centre agent, nursing auxiliary, nursery nurse
	☐
	Long term unemployed – more than a year
	☐
	Middle or Junior managers 
eg office manager, retail manager, bank manager, restaurant manager, warehouse manager, publican
	☐
	Modern Professional 
eg teacher/lecturer, nurse, physiotherapist, social worker, welfare officer, actor, artist, musician, police officer (sergeant or above) software designer
	☐
	Retired
	☐
	Routine Manual and Service Occupations 
eg HGV driver, van driver, cleaner, porter, packer, sewing machinist, messenger, labourer, waiter, bar staff
	☐
	Semi-routine Manual and Service Occupations 
eg postal worker, machine operative, security guard, caretaker, farm worker, catering assistant, receptionist, sales assistant
	☐
	Senior Managers and Administrators 
usually responsible for planning, organising and co-ordinating work for finance such as finance managers, chief executives
	☐
	Short term unemployed – a year or less
	☐
	Technical and Craft occupations 
eg motor mechanic, fitter, inspector, plumber, printer, toolmaker, electrician, gardener, train driver
	☐
	Traditional Professional 
eg solicitor, accountant, medical practitioner, scientist, civil mechanical engineer 
	☐
	Not Applicable
	☐
	Prefer not to say
	☐


Date: 				

Thank you for your co-operation.
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