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Application Form: Clerk & Responsible Financial Officer

Salford Priors Parish Council

Private and Confidential
Closing date for applications: 20th July Interview date, if known: 3rd and/or 4th August

Please complete this form fully and clearly. The information you provide will be used to assess your application against the published job description and person specification. A CV may be attached if requested, but it will not replace the requirement to complete the relevant sections of this form.

Fair recruitment statement: We are committed to equal opportunities, fair recruitment and selection based on merit. Selection decisions will be made using role-related criteria only.
Data protection statement: Personal information provided in this form will be processed for recruitment purposes, including shortlisting, interview arrangements, pre-employment checks and recruitment record keeping. Information will be handled securely and retained only for as long as necessary in line with applicable data protection law and the Council’s retention arrangements.
Reasonable adjustments: If you need an adjustment to take part in the recruitment process, please tell us what adjustment would help you. This information will be used only to support your participation in the process.

When could you start work? ________________________________________________________________

Where did you hear about this vacancy? ______________________________________________________

1. Personal details

	Full name
	

	Preferred name
	

	Address
	

	Postcode
	

	Telephone
	

	Email
	



Right to work: Are you legally entitled to work in the UK? YES / NO    If successful, you will be asked to provide evidence of your right to work before employment
2. Employment history and relevant experience
Starting with your most recent role, include paid employment, voluntary work, public service, self-employment and other experience relevant to the post.
	Dates
From / To
	Organisation
	Role title
	Main duties and achievements
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




3. Education, training and professional development
Starting with most recent, please provide details of any education and/or training including short courses that you have completed or are currently undertaking.
	Dates
	Provider or establishment
	Course or subject
	Qualification or outcome
	Grade, if applicable

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




               
4. Professional memberships and civic experience
	Organisation or professional body
	Membership level or role
	Dates
	Relevant details

	
	
	
	

	
	
	
	





5. Supporting statement
Please explain why you are applying for this role and how your skills, knowledge and experience meet the requirements of the job description and person specification. You may include examples of governance, administration, finance, committee support, community engagement, minute taking, communication, problem solving and working with councillors, residents or public bodies.
	

































6. Skills and availability
	Requirement
	Please provide brief evidence or comments

	Experience of agenda preparation, minutes and meeting administration
	

	Financial administration, budgeting, payments or audit support
	

	Knowledge of local government, parish council procedures or willingness to train
	

	Use of Microsoft Office, email, records management and digital communication
	

	Availability for evening meetings and occasional additional duties
	


                          
       


7. References
Please provide two referees, ideally including your current or most recent employer where applicable. Referees will normally be contacted only after interview or with your permission.

	Referee 1
	Referee 2

	Name:
	Name:

	Organisation and role:
	Organisation and role:

	Address:
	Address:

	Telephone:
	Telephone:

	Email:
	Email:

	Relationship to you:
	Relationship to you:

	May we contact before interview? YES / NO
	May we contact before interview? YES / NO



A report from your present employer may be required but we shall not approach them without your permission.

8. Declaration
I declare that the information I have provided is true and complete to the best of my knowledge. I understand that giving false or misleading information, or omitting relevant information, may result in withdrawal of an offer of employment or dismissal if appointed. I understand that appointment will be subject to satisfactory pre-employment checks, including right-to-work evidence and references.

Applicant signature: ________________________________    Date: ____________________

Submitting your application: Please return the completed form by the closing date using the submission instructions in the job advert or recruitment pack. Mark postal applications “Private and Confidential”.

PLEASE MARK YOUR ENVELOPE “PRIVATE & CONFIDENTIAL”

For office use only
	Application received date
	

	Shortlisted
	YES / NO

	Interview invited
	YES / NO

	References requested
	YES / NO

	Right-to-work check completed
	YES / NO

	Outcome recorded
	YES / NO
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