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APPLICATION FORM:   
CIVIL CLERK – TEAM LEADER

Confidential


Closing date:
 12 noon, Monday 22nd March 2010
NOTES

Please read the notes before completing this application form 

Your application form is the first stage of the recruitment procedure and it is the only basis on which we can make a selection.  It is therefore important that you complete it as fully as possible.

You are advised to read through the job description and work out in which ways you match the criteria.  Provide as much information as you can to illustrate your skills and experience.  In addition to previous work experience you may draw on experience gained through training, voluntary or community work, challenges you have faced (including in the home if this is relevant) and any achievements to date.
No applications will be considered before the closing date.  Please note that we cannot accept letters and CVs and any that we do receive will not be considered.  All application forms should be submitted by post or DX to: 
Vacancies, Doughty Street Chambers, 53/54 Doughty Street, London WC1N 2LS, DX: 223 Chancery Lane or by email to vacancies@doughtystreet.co.uk
Doughty Street Chambers is now required to make basic document checks on all applicants to whom an offer of employment is made.  Please note that if you are offered and accept this post we will need to see documents that confirm your identity such as a passport, birth certificate and/or P45.


PERSONAL DETAILS:  PART A

	First name(s)
	

	Surname
	

	PLEASE USE BLOCK LETTERS

	Address
	

	
	

	
	

	
	

	

	Telephone No
	

	

	Mobile No.
	

	

	Email address
	


EDUCATION AND QUALIFICATIONS:  PART B
SECONDARY

From                   To                   Examination Results (subjects, level/grade)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


FURTHER EDUCATION/ PROFESSIONAL QUALIFICATIONS

	
	
	

	
	
	

	
	
	


TRAINING COURSES INCLUDING IN-HOUSE TRAINING

From

           To
      Examination results (subject, level/ grade)

	
	
	

	
	
	

	
	
	


OTHER QUALIFICATIONS, MEMBERSHIP OF PROFESSIONAL BODIES

	
	
	

	
	
	



Please continue on a separate sheet if necessary


EMPLOYMENT/ CAREER HISTORY: PART C

PRESENT OR MOST RECENT EMPLOYMENT

	Name of employer
	

	Address
	

	
	

	
	

	
	

	Job Title
	
	Basic salary p.a.
	

	Date started
	
	Until
	
	Notice Required
	


Brief description of duties and responsibilities

	



PREVIOUS EMPLOYMENT (please put most recent first)
	From
	To
	Employer
	Position

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Please continue on a separate sheet if necessary
1. 


EXPERIENCE/ RELEVANT SKILLS/ FURTHER INFORMATION: PART D

Please state how your experience and achievements to date would make you a suitable candidate for this post.  Include details of any relevant unpaid or voluntary work.

	



Please continue on a separate sheet if necessary


REFERENCES

Please give names and addresses of two people who can confirm your employment or academic record

	Name

	
	Name
	

	Address
	
	Address
	


If you have not been in paid employment please give the head of education, or training establishment and/or the manager of a voluntary group for whom you have worked.

If you have not been in paid employment for a long period please tick box

 FORMCHECKBOX 

Please note that no approaches to referees will be made until an offer of employment has been made.


MEDICAL HISTORY

Is there anything in your medical history which may affect your ability to do this job? 
 FORMDROPDOWN 

If YES please give details

	


How many days’ absence through sickness have you taken in the last twelve months?


How did you learn of this vacancy?


DECLARATION

I declare that to the best of my knowledge the information provided on this form is correct and can be treated as part of any subsequent contract of employment

	Signature
	
	Date
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Equal Opportunities and Diversity Policy


General Statement

1. The purpose of this document is to make clear Chambers' commitment to the principles of Equal Opportunities and Diversity.  The Deputy Head of Chambers (Barristers’ Forum) is appointed as the Equal Opportunities Officer.  Responsibility for monitoring and review is delegated to the Chambers Director.
2. The policy commits Chambers to eliminating discrimination in its internal policies and practices, its recruitment and casework, and in the provision of services and to ensure that everyone is treated equally irrespective of their actual or perceived, race, colour, ethnic or national origin, nationality, citizenship, sex, sexual orientation, marital status, disability, age, religion or belief.

3. Chambers is concerned to make its facilities fully accessible to persons with disabilities and makes every effort to ensure this.

4. All recruitment is conducted by assessing candidates' suitability for identified vacancies by applying objective criteria against job and person specifications. 

5. Chambers now monitors all aspects of recruitment, practice development, promotion and training to measure the effectiveness of the Equal Opportunities policy, with a view to altering its procedures if necessary, which Chambers will do. 

6. Chambers has a zero tolerance policy towards discrimination. If discrimination is alleged it will be investigated and disciplinary action may be taken against a practitioner, staff member, or any person training or practising in Chambers.

7. Chambers operates a procedure to deal with complaints relating to recruitment, allocation of work, harassment, treatment and services in Chambers.  Persons who consider that they are being, or have been, discriminated against should contact the Deputy Head of Chambers or the Chambers Director and the matter will be fully investigated.

8. No aspect of Chambers policy detracts in any way from an individual's right to present a claim in the Employment Tribunal, County Court or any other Court or Tribunal which deals with the enforcement of any of the “Equality and Human Rights Enactments”1 as defined by s.33 of the Equality Act 2006.

_________________________________________________________________________
1 The Equality and Human Rights Enactments, which may be supplemented by the relevant Minister under s.33(3) Equality Act 2006, are: The Equal Pay Act 1970 (c 41); The Sex Discrimination Act 1975; The Race Relations Act 1976; The Disability Discrimination Act 1995; Part 2 of the Equality Act 2006 (provisions relating to discrimination on grounds of religion or belief outside of employment); The Equality Act (Sexual Orientation) Regulations 2007; The Employment Equality (Sexual Orientation) Regulations 2003 (SI 2003/1661); The Employment Equality (Religion or Belief) Regulations 2003 (SI 2003/1660); The Employment Equality (Age) Regulations 2006; Human Rights Act 1998 (c 42).
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Monitoring Questionnaire


Doughty Street Chambers is striving to ensure that all applicants are treated fairly and are selected solely on the basis of their suitability.  We have introduced monitoring in respect of race, age, sex and disability at all stages of our recruitment procedures to try and ensure that unfair discrimination is not taking place.  To assist us in this monitoring process, please complete the following by ticking the relevant boxes.


	Vacancy Applied for:
	     
	Date:
	     



I would describe my race or ethnic origin as:
	Black: African
	 FORMCHECKBOX 

	Indian
	 FORMCHECKBOX 

	White
	 FORMCHECKBOX 


	Black: Caribbean
	 FORMCHECKBOX 

	Pakistani
	 FORMCHECKBOX 

	Chinese
	 FORMCHECKBOX 


	Black: Other: (please specify):

     

	 FORMCHECKBOX 

	Bangladeshi
	 FORMCHECKBOX 

	Other: (please specify):

     

	 FORMCHECKBOX 




	I have a disability I would like Chambers to know about*
	yes
	 FORMCHECKBOX 

	no
	 FORMCHECKBOX 


	I am registered disabled
	yes
	 FORMCHECKBOX 

	no
	 FORMCHECKBOX 




	I am male
	 FORMCHECKBOX 


	I am female
	 FORMCHECKBOX 



I am aged between:

	Under 25
	 FORMCHECKBOX 

	35-39
	 FORMCHECKBOX 

	50-54
	 FORMCHECKBOX 


	25-30
	 FORMCHECKBOX 

	40-44
	 FORMCHECKBOX 

	55-60
	 FORMCHECKBOX 


	30-34
	 FORMCHECKBOX 

	45-49
	 FORMCHECKBOX 

	Over 60
	 FORMCHECKBOX 




Thank you for completing this questionnaire.  Please enclose it with your application form.  The questionnaire will be separated from your application form on receipt and will not form any part of the selection process.

*
If you have a disability or health problem it will not affect your application although it should be noted that our main building is not entirely wheelchair accessible.  If you would like to discuss your application or the nature of your disability in confidence please contact the Chambers Director on 020 7404 1313.

S9/ANN/Di











