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Application Form




Leeds Refugee Forum
	Please complete this form using BLOCK CAPITALS, and return it to the address shown below. Please type or use black ink. 



	Application for the post of:

Administrator
Closing date for receipt of application:

Thursday 17th July 2026 – 5 pm
	Please return the completed form by post or email to:

Leeds Refugee Forum 
One Community Centre
Cromwell Street
Leeds, LS9 7SG
info@leedsrefugeeforum.org.uk


	1. PERSONAL INFORMATION


	Last name: 









	First Name:


	Home Address:
Email address:

	Home Phone:

Work Phone:

May we phone you at work? Y/N


	2. QUALIFICATIONS AND TRAINING



	Please list below all the qualifications you have or training courses you have attended, which are relevant to the post for which you are applying.  Please give dates and grades and state whether the course was full or part-time.




	Work Experience

Note:  Please give details of all the posts you have held, starting with your current post

	Dates Employed
	Employer’s name & address and nature of business
	Job title and description of duties
	Final salary or grade

	From
	To
	
	
	

	
	
	 
	you may add one additional sheet if necessary


	


	3. BACKGROUND



	Please tell us why you think your background makes you a good candidate for this post.  If you wish, please include relevant aspects of your non-paid work experience.
Experience as administrator in a busy office environment.

Tell us about your experience of devising/ maintaining databases.

Working knowledge of financial system.

An understanding of the need for confidentiality and a commitment to Equal Opportunities.

Experience of working in a diverse, multi-cultural team and external agencies.   
Please mention anything further you would like us to consider in relation to your application.



	4. REFERENCES



	Please give the names and addresses of two people whom we may contact for a confidential assessment of your suitability for this job.  The first of these must be your present or most recent employer.  The other referee could be a previous employer, some appropriate person unrelated to you, or, if this is your first job application, your head teacher or college tutor. 

NAME 


ADDRESS




OCCUPATION

1.

Can we take up this reference prior to interview?  Please delete as appropriate YES/NO

2. 
Can we take up this reference prior to interview?  Please delete as appropriate YES/NO

 

	6. GENERAL INFORMATION



	Do you hold a current driving licence?




YES/NO



	7. SOURCE OF APPLICATION


	8. IF APPOINTED

	Where did you hear about this vacancy?


	When could you begin duties?

	9.DISCLOSURE OF CONVICTION

	Please give details of any criminal convictions or cautions you have had that might relate in any way to the post for which you are applying. (Under the terms of the Rehabilitation of Offenders Act 1974, you do not have to disclose information about certain convictions, depending on their seriousness and how long ago they were).




	10. DECLARATION


To the best of my knowledge, there is no reason in respect of my physical or mental health why I should not be able to carry out fully the tasks described for this post.  I confirm that the information I have given on this form is correct and complete and that misleading statements may be sufficient grounds for cancelling any agreements made.

SIGNED______________________________________DATE________________________

Reference No.








