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Job Ref No
	Conf Research Exec

	Applicant Ref No
	00 


Belfast Visitor & Convention Bureau

Application Form

Completed signed application forms must be returned in hard copy in either typed or black ink (i.e. posted, hand delivered, courier etc. Soft copies of application forms i.e. faxed or e-mailed will not be accepted).  
Attach additional pages only if you require more space.  
Please note that CVs will not be accepted.  
	Position Applied for:
	Conference Research Executive


1
Personal Details

	Title:
(e.g. Mr/Mrs/Ms/Miss/Dr etc)
Surname:

	Address:
Postcode:


	Forename(s):


	Email address:



	Home Telephone No:
Daytime Telephone No:

Mobile No:


	Do you need a work permit to take up employment in the UK? Please circle

Yes                        No

	Do you hold a current driving licence & have access to a car for work purposes? Please circle
Yes                        No



2
Education (details of schools attended, examination passed etc)

	From
	To
	Type of School 

(e.g. Grammar, Secondary etc)
	Examinations Taken & Grades Attained

	 
	
	
	

	From
	To
	College/University
	Course Title and Grade Attained

	
	
	
	


3 Management/Technical/Postgraduate Attainments
	Please list below any additional relevant training courses you have completed



4 Membership of Professional Bodies
	Name of Professional Body
	Grade of Membership
	Date Attained

	
	
	


5
      Most Recent Appointment

	Name & address of employer
	Nature of business 

	
	

	Are you currently employed by this organisation? Please circle
Yes          No


	Reason for leaving



	Title of appointment


	Date Appointed

From:                                To:



	Current Basic Salary
Other pay benefits (bonus, commission, etc)

	Pension Terms
Fringe benefits (car etc.)

	Please outline your present responsibilities in bullet form, stating to whom you are responsible and who is responsible to you (if applicable).Continue on an additional sheet if necessary.



6
Relevant Skills & experience 
	Please set out further information which you think should be taken into account in considering your application, outlining clearly in bullet point form what are the key aspects of your career which you feel qualify for this post as specified in the job description & specification



7 Employment History
(Please record your previous occupational experience, add additional sheet if required)
	From

Month  Year
	To

Month  Year
	Name of Employer

Nature of Business
	Job Title
Main Duties
	Salary

	
	
	
	
	
	
	


8
Health Declaration
Following the introduction of the Disability Discrimination Act 1995, employers must ensure that employment practices are not discriminatory and that reasonable adjustments are made to the workplace to overcome the effects of disability.  In order to help us in this process, applicants must provide the following information, but in doing so should also be aware that answering “yes” to any of the following questions does not necessarily exclude them from the competition, but may require them to provide further information.

	
1.
Do you suffer from any medical condition or disability which:


(a)
May prevent your regular attendance at work, or your ability to give effective service over a period of up to one year?




Yes                                              No                               



If yes, please give details:


(b)
May have a health and safety implication for carrying out the job for which you are being considered, e.g. fits, fainting attacks, blackouts or epilepsy?





Yes                                              No                               



If yes, please give details:

2.
Have you been retired on medical grounds from employment?




Yes                                              No                               


If yes, please give details:

3.
Do you suffer from any medical condition or disability which you would like the employer to take into account when considering your application?




Yes                                              No                               


If yes, please give details:




It will be a condition of any offer of employment that BVCB may require you to undergo a medical examination.

9
Additional Information

	Foreign Languages (State proficiency)

 

	Computer Skills 
(Please indicate your level of competence in using computers.  Indicate the names of any applications, software or programming language with which you are familiar)
 

	Leisure interests/hobbies/associations/public posts etc.




	Do have a clean driving licence & access to a car?
(Please circle)

	YES / NO                                                            



	Have you within the past three years had an illness or accident that has caused you to be off work for four weeks or more?       
	YES / NO
If yes, what was the illness or accident?


	Please give detail of any convictions you have. You need not include motoring convictions unless your driving licence has a current endorsement as a result, and you need not include convictions which are “spent” under the Rehabilitation of Offenders (NI) Order  



	YES / NO
If yes, please give dates and details:



10
Referees 
Please list the names and addresses of three people who could act as referees, one of whom should be your current employer, another of whom should be your penultimate employer and the last of whom should be personal. Referees will not be contacted until a provisional offer is made.
Please note that a present/most recent employer’s reference will be required if we are considering you for an appointment following your interview.  
May we approach your present/most recent employer for a reference if we are considering you for an appointment?

	Yes
	
	
	No
	


	Name:


	Name:
	Name:



	Organisation:


	Organisation:
	Organisation:

	Occupation:


	Occupation:
	Occupation:



	Address:

	Address:
	Address:



	Tel No:

	Tel No:
	Tel No:

	Email Address:


	Email Address:
	Email Address:

	Relationship to Referee:


	Relationship to Referee:
	Relationship to Referee:




	How soon could you be free to take up a new appointment?



	What salary do you expect to receive?


	Other Benefits?



	Declaration:

The statements given by me on this application are to the best of my knowledge and belief true.  I understand that deliberate misrepresentation of factual information may prejudice my application or lead to an offer or contract of employment being withdrawn.

Signed:   ______________________________________       Date: ___________________________




Note: A candidate found to have given false information or wilfully to have suppressed any material fact will be liable to either disqualification or, if appointed, to dismissal.
Please return your hard copy application form 

marked Private and Confidential to: 


Lorna Cowan

Belfast Visitor & Convention Bureau

47 Donegall Place

Belfast

BT1 5AD
Tel: +44(0) 28 9023 9026  
Fax: +44(0) 28 9024 9026
�
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