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New Road Surgery, 166 New Road, Croxley Green, WD3 3HD
Standard Application Form 
This organisation is an equal opportunities employer and does not unlawfully discriminate in employment. No information provided by the applicant will be used for the purpose of limiting or excluding any applicant from consideration for employment on a basis prohibited by law.  

Position Applied For: Medical Secretary 
	Personal Details 

	Name: 

	Address:


	Post code: 

	Phone number: 

	Email: 

	

	Education – please begin with the most recent first and include details of any qualifications for which you are currently studying/expect to attain.

	Year obtained

	Place of study
	Subject/qualification
	Grade/result

	
	
	
	

	Other Skills and/or Professional Qualifications
State any job – related training, skills, certificates, or other qualifications.


	

	Employment History – please begin with the most recent

	Start date – end date
	Employer name and address
	Job title, main responsibilities and salary/grade

	
	
	


	Information to support this application
In your own words, please explain:

a. Why you are interested in this position

b. What makes you a good candidate for the role

Include any experience you have gained, skills you have to offer (for example, IT skills) and personal qualities. This may include work and voluntary/domestic activities (e.g., school committees, charity work).

Please continue on another sheet of paper if required 

	


	Additional information

	The following information will help us to meet our obligations under the Equality Act 2010.

	Do you require any special arrangements to be made for you to attend for interview or undertake any practical skills tests on account of a disability?
	Yes/No

	If yes, please provide information you believe would be helpful to us in accommodating your needs at interview. If you wish to discuss this, please contact Catherine Garibaldi, Practice Manager


	Are there any restrictions on your right to work in the UK?      
	Yes/No

	If yes, please give details of the restrictions and the expiry date of any permission.

Please note that prior to making an offer of employment, we are required by law to verify documentary evidence (and maintain copies for our files) regarding a candidate’s eligibility to work in the UK. This applies to all applicants regardless of nationality/origin.


Data protection

Information from this application may be processed for purposes permitted under the General Data Protection Regulation.  Individuals have on written request, the right of access to personal data held about them.

This organisation treats personal data collected during the recruitment process in accordance with our data protection policy.  Information about how your data is used and the basis for processing your data is provided in the organisation’s job applicant privacy notice which is available upon request from the practice manager.

APPLICANT’S DECLARATION

I hereby give my consent, in connection with this application, for all previous employers, educational institutions and references to be contacted to obtain and verify the accuracy of information provided by me in support of this application.

I understand that any misrepresentation or material omission made by me in this application will be sufficient cause for the cancellation of the application or the immediate termination of employment, whenever it may be discovered.

I declare that the information given in this application is to the best of my knowledge complete and correct.

	Applicant’s signature:


	

	Date:
	


New Road Surgery operates a non-smoking policy throughout the premises and grounds.
Please email your completed application form to catherine.garibaldi@nhs.net and denise.wait@nhs.net 
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