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Employment Application Form
PERSONAL DETAILS
	Full Name


	

	Contact Telephone Number


	

	Time normally available to be contacted


	

	Contact Email Address


	

	Do you hold a Full Driving Licence?


	Yes
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	No
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	Do you own or have access to a car?


	Yes
	[image: image51.png][

SARGEANT

PARTNERSHIP Lip




	No
	


PROFESSIONAL QUALIFICATIONS

Please provide details of all professional qualifications held, together with a copy of the relevant certificate.
	

	


EDUCATION

	Name of School/College/Academy
	Examination Results (e.g. GCSEs, A-Levels)

	
	

	
	

	
	

	
	


FURTHER EDUCATION and OTHER COURSES

	Name of College/University
	Results/Qualification

	
	

	
	

	
	


CPD (Professional Staff Only)

	Is your CPD up-to-date?


	Yes
	
	No
	


EMPLOYMENT BACKGROUND

Please list your most recent job first. Please do not leave any gaps in employment history, if you were not working, please give reasons and dates.

	Employed From/To:
	Name of Employer
	Position Held and Main Duties
	Reason for Leaving
	Final/Current Salary

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


If you require additional space, please continue on a separate sheet
	Notice Required in Current Position:


	


COMPUTER LITERACY, EXPERIENCE AND COMPETENCY
Please list the computer or word processor programmes that you can use and against each please indicate your level of competency

	MS Word
	Advanced
	
[image: image1]
	Intermediate
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	Basic
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	N/A
	
[image: image4]

	MS Excel
	Advanced
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	Intermediate
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	Basic
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	N/A
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	MS PowerPoint
	Advanced
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	Intermediate
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	Basic
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	N/A
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	MS Outlook
	Advanced
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	Intermediate
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	Basic
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	N/A
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	Sage
	Advanced
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	Intermediate
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	Basic
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	N/A
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	Xero
	Advanced
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	Intermediate
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	Basic
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	N/A
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	Other (please list):
	Advanced
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	Intermediate
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	Basic
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	N/A
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	Advanced
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	Intermediate
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	Basic
	
[image: image31]
	N/A
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	Advanced
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	Intermediate
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	Basic
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	N/A
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	Advanced
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	Intermediate
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	Basic
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	N/A
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	Advanced
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	Intermediate
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	Basic
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	N/A
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	Advanced
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	Intermediate
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	Basic
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	N/A
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	Typing Speed (if applicable/known):


	

	Typing Qualifications (if applicable):


	


FIT AND PROPER STATUS

As a firm of chartered accountants, all staff will have access to confidential records. We are, therefore, required to ask all potential employees to complete the below questions regarding their ‘fit and proper’ status. 
Please note that you are not required to mention any convictions or offences committed before the age of 17 (unless they were committed within the last ten years) including driving offences, that are not spent under the Rehabilitation of Offenders Act 1974 or the Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Order 2003? 
	
	Financial Integrity and Reliability
	Yes
	No

	1.1
	Have you:
	
	

	a)
	Had a court judgment against you about a debt in the last ten years?
	
	

	b)
	Made any compromise arrangements with your creditors in the last ten years?
	
	

	c)
	Ever been declared bankrupt or been the subject of a bankruptcy court order?
	
	

	d)
	Had a bankruptcy petition served on you?
	
	

	e)
	Ever signed a trust deed for, made an assignment for the benefit of, or made any arrangements for the payment of a composition to creditors
	
	

	
	Convictions or Civil Liabilities
	Yes
	No

	1.2
	Have you:
	
	

	a)
	Pleaded guilty to, or been found guilty of, any offence?
	
	

	b)
	Been the subject of any civil action relating to your business or professional activities which has resulted in a finding against you or a settlement being agreed upon in the last five years?
	
	

	
	Good Reputation and Character
	Yes
	No

	1.3
	Have you ever:
	
	

	a)
	At any time, pleaded guilty to or been found guilty of any offence?

If so give details of the court which convicted you, the offence, the penalty imposed and the date of conviction.
	
	

	b)
	Been disqualified by a court from being a director, or from acting in the management or conduct of the affairs of any company?
	
	

	c)
	Been refused or been restricted in the right to carry on any trade, business or profession for which a licence, registration or other authority is required?
	
	

	d)
	Been investigated for professional misconduct or malpractice where a formal complaint was proved?
	
	

	e)
	Been subject to disciplinary procedures by a professional body or employer resulting in a finding against you?
	
	

	f)
	Been reprimanded, excluded, disciplined or publicly criticised by a professional body which you belong to, or have belonged to?
	
	

	g)
	Been refused entry to or excluded from membership of any profession or vocation?
	
	

	h)
	Been dismissed or requested to resign from any office, employment or partnership?
	
	

	i)
	Been reprimanded, warned about future conduct, disciplined or publicly criticised by any regulatory body, or any officially appointed enquiry concerned with the regulation of a financial, professional or other business activity?
	
	

	j)
	Been the subject of a court order at the instigation of any regulatory body, or any officially appointed enquiry concerned with the regulation of a financial, professional or other business activity?
	
	

	1.4
	Are you currently undergoing any investigation or disciplinary procedure as described in 1.3 above?
	
	

	1.5
	If you have answered “yes” to any of your answers in 1.1 to 1.4 above or there are any other matters of which the firm should be aware in connection with your fit and proper status, please detail them below:




COMMENTS

Please detail here your specific reasons for this application, your main achievements to date and the strengths you would bring to this post:

	


Please note that if you are offered employment we reserve the right, relevant to the role you will perform for us, to undertake an Employer Background Check to verify your right-to-work status, professional qualifications, credit history, employment history, basic DBS and Financial Services Register Check.
RIGHT TO WORK IN THE UNITED KINGDOM

By signing this form you declare that you have the right to work for Sargeant Partnership LLP (in the role that you have applied for) in the United Kingdom and you can provide original documentation (i.e. your passport) for inspection if you are offered employment.  You further acknowledge that if you fail to provide this documentation to the Company this this will result in any offer of employment being withdrawn.

DATA PROTECTION AND CONFIDENTIALITY

The personal data provided in this form will be processed following the General Data Protection Regulation (GDPR) and Data Protection Act 2018. The information will be used for recruitment purposes and, if successful, as part of your personnel record. For unsuccessful applicants, this data will be securely destroyed within six months of the recruitment process ending.
DECLARATION

I confirm that the information provided in this application form is, to the best of my knowledge, accurate and complete. I understand that any false statement may result in my application being rejected or my employment being terminated if I am employed. I also confirm that I meet the fit and proper criteria required for this role.
	Signed:


	

	Name:


	

	Dated:


	




FOR OFFICE USE ONLY

	First Interview Date:
	

	Second Interview Date:
	

	Notes:

	

	Offer Letter


	Yes
	
	No
	

	Acceptance


	Yes
	
	No
	

	Rejection Letter


	Yes
	
	No
	


