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Please write your last name here (on every page):                                                                                                                                   


CONFIDENTIAL

1. ABOUT YOURSELF

Title:





First name(s):

Last name:

Date of birth:

Address:

Daytime phone/mobile:

Email:

2. PRESENT OR MOST RECENT EMPLOYMENT

Job title:

Employer’s name, address, and phone:

Period of employment from: 


to:

Salary details:

Brief description of duties and responsibilities:

Reason for leaving:

Period of notice required or date of leaving:

Have you applied for other jobs? If so, please give details:

3. PREVIOUS EMPLOYMENT

	Please list details of your last three positions and any other posts held which you consider relevant (paid and/ or voluntary). Please list most recent first.



	Dates 
	Employer’s name
and address 
	Job title and main responsibilities
	Reason for leaving and 
final salary

	
	
	
	


4.  REASONS FOR APPLYING

Please briefly describe, with examples, how your experience (paid or voluntary), skills, achievements and any training you have undertaken meet the requirements of this post, including any other supporting information. Please read the job profile carefully first. 

5.  EDUCATION

	Please list educational details (school, university, college) and any other qualifications.
Please list most recent first.



	Dates 
	Full-time 
or part-time
	Name of educational establishment 
	Qualifications/ grades achieved

	
	
	
	


6.  ABOUT YOUR IT SKILLS

What software are you familiar with?

How much experience do you have of using Quark Xpress, Adobe Photoshop and Illustrator?

Have you ever used a database? If so, please describe it briefly.

Can you touch type? If so, at what speed?

7.  ABOUT PUBLICATIONS

What makes a good publications assistant?

What makes a good publication?

Outline the principle stages in producing a new publication?

What is your experience of the printing process? Have you ever ‘marked up’ copy, checked printers’ proofs or passed a job on press?

Can you proof read?

What makes a good photo? 

Have you ever scanned and manipulated images? Please give details.

Do you have any comments on the Survival website?

8.  ABOUT YOU 
What hobbies, sports or other leisure interests do you have?

What languages do you speak & read well?

If you could have any job in the world, what would you choose?

Please recommend a couple of funny films for an intelligent 14-year old.

Can you name up to three well-known, living people (from any field) whom you admire?

...dead ones, then! 

Are you a member of any NGO or other organisation?

Some people prefer to work to very clear instructions, others to take a more active role in defining their own work. Which do you prefer?

If you could have any job at Survival, what would it be? Why?

From what you know about the job now, do you think you would accept it if it were offered to you? If you are not sure you would accept it, why are you hesitant?

9.  GENERAL INFORMATION

Do you have a criminal or police record? (If so, please give details on a separate sheet.)

Do you need a work permit to work in the UK?

Have you ever applied for a post with Survival before? If so, please give details and state if you were interviewed.

Do you know any current or past employee, volunteer or committee member of Survival? If so, please give details.

Referees

Please give the name, addresses and phone numbers of two referees (we will not contact them without asking you first).

Referee 1





Referee 2

Name:






Name:

Address:





Address:

Phone:






Phone:

Email: 






Email:
10.  DECLARATION
I declare to the best of my knowledge the information I have given here is correct.

Signed:







Date:

Please return your CV with covering letter and application form (in this order) to:

Publications Assistant Vacancy, Survival, 6 Charterhouse Buildings, London EC1M 7ET. 

Please note that due to our limited resources, Survival is unfortunately unable to acknowledge applications from candidates who have not been short-listed for the post. We are unable to meet any costs incurred in attending an interview. We are also unable to return any supporting documents or provide feedback to unsuccessful applications.

