ROSKILL INFORMATION SERVICES LTD

GUIDANCE TO HELP YOU WHEN MAKING YOUR APPLICATION

These guidance notes are designed to assist you in completing your application.  All information you write is confidential.

The decision to shortlist you for interview will be based on the information you provide on your application form so it is important that you complete the form as accurately and as fully as possible.

Please complete the form in black ink or type, as it may be necessary to photocopy your application form.  If you also wish to include a CV, we recommend that this should be a maximum of two sheets of A4.

Please will you also include your e-mail address and that of your referees if appropriate.  Please kindly inform your referees that they will be contacted for a reference, and a reply is needed before the interview date if you are shortlisted.

Job Description and Desired Skills and Experience
The Job Description outlines the main purpose and duties of the job.  The Desired Skills and Experience identifies those aspects of your qualifications and experience, which are necessary for the job and the criteria against which you will be selected for interview.

Education, Training and Qualifications

Make sure you give all the information needed, including dates of study, making clear the level of examinations e.g. GCSE ‘A’ Level and degree etc., and the grades obtained.  Also include any marketing courses, and membership of relevant trade bodies.

References
Your principal referee should, whenever possible, be your present employer.  A second referee is required from somebody who can testify as to your suitability for the type of employment for which you have applied e.g. past employer.  Both referees will be contacted before interviews take place, unless you clearly state otherwise.  We are unable to accept references from friends or colleagues.

Employment History

Write here the name and full address of your present and past employers and the dates you were employed by them.  Please give a full career history including any temporary, part-time, or voluntary/unpaid work.  Please give reasons for any gaps in employment.

Additional Information

To be considered for this post your completed application form must be received by 5pm on the closing date of 22nd May 2012.  Please email your completed application form to careers@roskill.co.uk.
CONFIDENTIAL

APPLICATION FOR EMPLOYMENT

ROSKILL INFORMATION SERVICES LTD

54 Russell Road, London SW19 1QL

Tel No.  020 8417 0087  Fax No. 020 8417 1308

Website: http://www.roskill.com

	Senior Marketing Executive


The following information will be treated in the strictest confidence.

PERSONAL

	Surname:
	First name(s)



	

	Address:
	

	

	

	

	Tel. No:


	Mobile No:
	e-mail:

	

	National Insurance No.:


	

	Do you hold a UK or EU passport?
	Yes/No
	Do you need a work permit to take up employment in the UK?
	Yes/No

	

	Are you subject to any restrictions or covenants which might restrict your working activities?
	Yes/No

	If YES, please give full details
	

	Have you any convictions (other than spent convictions under the Rehabilitation of Offenders Act 1974)?
	Yes/No

	If YES, please give full details
	

	

	Are you prepared to complete a Medical Questionnaire as part of your Application?
	Yes/No


EDUCATION

	Schools attended since age 16
	From
	To
	Examinations and Results

	
	
	
	

	College or University
	From
	To
	Course and Results

	
	
	
	

	Further Formal Training
	From
	To
	Diploma/Qualification

	
	
	
	

	Job related Training Courses

Name of Organisation
	Date
	
	Subject

	
	
	
	


Please give details of membership of any technical or professional associations:

	


Please list languages spoken and the level of competence:

	


EMPLOYMENT DETAILS

Please give details of your past employment, excluding your present or last employer, stating the most recent first

	Name and address of employer
	Dates
	Position held/Main duties
	Reason for leaving

	
	
	
	


PRESENT OR LAST EMPLOYER

Are you currently employed:
YES/NO

	Name of present or last employer:
	

	Address:
	

	

	

	Telephone No:
	

	

	Nature of business:
	

	

	Job title and a brief description of your duties:
	

	

	

	Reason for leaving:
	

	

	Length of service:
	From: 
	To:


	Describe any positions of responsibility you have held in your school, university or any other organisation connected with your outside interests:



	

	Outside your employment or academic work, what are your main interests:




	Roskill Information Services is a relatively small organisation providing high value metals and minerals information to mining companies, processors, users, traders, finance houses and governments.

a)
What do you think you might gain from working with us?

b)
What contribution do you think your skills and interests could make to our marketing activities?

c)
Please provide an assessment of our website:



	Please describe your knowledge and level of skill for the following software products (or equivalent, please specify

	Word


	

	Excel


	

	InDesign

	

	Please give examples of the way in which you have used emarketing to build sales.




	Are you willing to work overtime if required?
	Yes/No

	

	How much notice are you required to give your current employer?
	

	When are you available for interview?
	

	When are you available to start work?
	

	What level of salary are you seeking?
	


REFERENCES
Please give the names of two people (one of which should be your present or most recent employer) whom we may approach for a reference.

Can we approach your current employer before an offer of employment is made?
YES/NO

	Name:
	Name:

	Position:
	Position:

	Address:
	Address:

	
	

	
	

	Tel. No:
	Tel No:


DECLARATION
I declare that the information given in this form is complete and accurate.  I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable to summary dismissal.  I understand these details will be held in confidence by the Company, for the purposes of assessing this application ongoing personnel administration and payroll administration (where applicable) in compliance with the Data Protection Act 1998.

	Signature:


	Date:


