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Application form for 
Administrators 2012
For full details of positions available/pay rates/course dates etc. see “AppInfoRes2012.pdf” www.discoverysummer.co.uk/employment.php
	Please attach a photo or email to mary@discoverysummer.co.uk




	1) Personal details

	Position applied for:
	Administrator  FORMCHECKBOX 


	Surname:      
	First name:      

	Current address:

     
	Permanent address:

     

	Tel:
	     
	Gender:
	M  FORMCHECKBOX 
 F  FORMCHECKBOX 

	DOB:
	     

	Mobile:
	     
	Nationality:
	     

	Email:
	     
	First language:
	     

	Do you need special permission to work in the UK?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 


	If yes, do you have a valid work visa? (If yes, please attach a copy to this application form.)
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 



	2) Qualifications

	Please indicate your qualifications below. You will be asked for more detailed information later in the application form:

	BA, BSc
	 FORMCHECKBOX 

	TEFL qualification
	 FORMCHECKBOX 

	First Aid
	 FORMCHECKBOX 



	3) Experience

	Please indicate your experience below. You will be asked for more detailed information later in the application form:

	Experience of working with international students
	 FORMCHECKBOX 

	Experience of supervising children/teenagers
	 FORMCHECKBOX 


	Experience of residential courses
	 FORMCHECKBOX 

	Experience of office administration
	 FORMCHECKBOX 



	4) Course preference and availability

	Please indicate your course preference below:
	Courses run from end June/early July to early/mid August only. 

Dates free:

	Radley (11 - 14 years, English + Multi-Activity)
	 FORMCHECKBOX 

	From      
	To      

	Radley (14 - 17 years, English + Multi-Activity)
	 FORMCHECKBOX 

	Why have you chosen your preferred centre?

     

	Shrewsbury (12 - 16 years, English + Multi-Activity and Sports/Dance Academy)
	 FORMCHECKBOX 

	

	Uppingham (12 - 16 years, English + Multi-Activity and Pre-Boarding programme)
	 FORMCHECKBOX 

	

	Woldingham (9 - 14 years, English + Multi-Activity)
	 FORMCHECKBOX 

	

	Marymount  (8 - 13 years, English + Multi-Activity and Full Day London)
	 FORMCHECKBOX 

	

	Winchester (15 - 17 years, Pre-College Programme)
	 FORMCHECKBOX 

	


	5) Academic qualifications 

	Please provide more detailed information about any academic qualifications (on a separate  sheet if necessary). If you are working towards a qualification please indicate this:

	Qualification
	Level
	School/College/University
	Date

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	6) Other qualifications ( first aid, computer skills)

	Please provide more detailed information about your other qualifications (on a separate  sheet if necessary):

	Qualification
	Level
	Awarding body
	Date awarded
	Expiry date

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	7) Relevant work experience (Administrative work, work with children/teens)

	Use a separate sheet if necessary:

	Company
	City/Country
	Position
	Start
	Finish
	Reason for leaving

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	8) Health

	Working on a junior residential summer school is extremely strenuous and demanding – and hours can be long. Is there any reason you might have difficulty fulfilling such a role?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	If yes, please give details:

     

	Do you have any special dietary requirements/allergies?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	If yes, please give details:

     


	9) Further questions

	Do you hold a clean British or international driving licence?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	If yes, how long have you been driving?      

	If yes, do you own your own car?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	Do you have a D1 category on your driving licence?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 


	Would you be prepared to use your own car for Discovery Summer business?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	

	Do you have a Criminal Records Bureau (CRB) check?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	If yes, when was it carried out?      

	Have you ever been given a final warning by an employer?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	If yes, please give details:      

	Do you speak any other languages well?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	If yes, which languages and to what degree of fluency?

     


	10) Hobbies/Interests

	What are your hobbies/interests?

	     



	12) Personal statement

	Please tell us why you are the right person for the job.

	     



	13) Referees

	Please provide contact details of two professional referees. One of which must be your current or most recent employer. If you are currently a student you may use your course tutor as a referee. Please note that we will contact all referees before making a job offer.

	Referee one
	Referee two

	Name:
	     
	Name:
	     

	Position:
	     
	Position:
	     

	Organisation:
	     
	Organisation:
	     

	Relationship to you:
	     
	Relationship to you:
	     

	Address:
	     
	Address:
	     

	Tel:
	     
	Tel:
	     

	Fax:
	     
	Fax:
	     

	Email:
	     
	Email:
	     

	May we contact this referee before interview?

Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	May we contact this referee before interview?

Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 



	14) Declaration

	Because of the nature of the duties, the post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974. You must therefore declare any criminal convictions, cautions, reprimands , warnings or bind-overs you have ever had and give details of the offences. Please note that a criminal record does not automatically mean you cannot work for us.

Do you have any criminal convictions, cautions, reprimands or bind-overs?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If yes, please give full details. This information will be confidential. 

     
I understand that an Enhanced CRB Disclosure may be sought in the event of a successful application. Alternatively, a Certificate of Good Conduct may be sought for those coming from overseas. I understand that I will be asked to explain any gaps in my CV at interview. 

I confirm that the information I have given on this form is correct and complete, and that misleading statements may be sufficient for cancelling any agreements made.

I understand that I may appear in both photographs and videos during my employment and that these may be used by Discovery Summer for training and promotional purposes.

Discovery Summer’s policy regarding alcohol, smoking and substance abuse

Our centres are strictly non-smoking, however, a designated smoking area may be provided. You may never smoke in front of students. Consumption of alcohol and/or abuse of substances at the course centre are not permitted at any time. Whilst you may consume a limited amount of alcohol whilst off-duty and off site, you must be fit to supervise students upon your return.

Failure to abide by these rules will be treated as a serious disciplinary matter and could lead to immediate dismissal.

	Signature:      
(Please type your name if you are completing this form in Word.)
	Date:      
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