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APPLICATION FORM

Position applied for: _______________________________Closing date:___________
Instructions to the candidate: Please complete all of the sections below then submit the completed form along with Curriculum Vitae and a typed application letter describing how you would approach the key tasks for this position and how you think your experience is relevant for the job. Applications should be submitted to any Concern Worldwide Rwanda Office. Candidates must ensure they sign the Application Register when they deliver their applications.
Please do not attach any original documents (eg certificates, letters of recommendation) to this application as Concern Worldwide Rwanda can not accept responsibility for returning them if the application is not successful.
PART I.  PERSONAL DETAILS

Surname: ____________________________ 
First names:_____________________________
Nationality/ Citizenships:_____________________
Occupation:________________________________
Date of birth:


Age:

Place of Birth:


Sex:





Correspondence address:





ID No:
Place of issue:
Date of issue:

Email address:_____________________________________   Daytime Telephone No: _______________________
Do you have a motorbike licence? (Y/N)  Full          Provisional           Since what date: _________
PART II.  EDUCATION
PRIMARY/TECHNICAL PROFESSIONAL/SECONDARY EDUCATION
	DATES (from    to)
	SCHOOLS ATTENDED

(Name and Location)
	CERTIFICATES OBTAINED



	
	
	

	
	
	

	
	
	


HIGH INSTITUTES/UNIVERSITY EDUCATION
	DATES (from    to)
	INSTITUTION/COLLEGE/UNIVERSITY ATTENDED (Name and Location)
	DEGREES OBTAINED



	
	
	

	
	
	

	
	
	


TRAINING COURSES

Please give details and dates of all training courses you have attended

LANGUAGES
Please list all the languages you speak and mark with a tick your degree of fluency

	Language
	Excellent
	Fluent
	Good
	Basic

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


PART III.  EMPLOYMENT HISTORY
(Starting with present/most recent employer)

Please provide us with as much detail as possible as this will assist us in assessing your application. Make additional copies of the following page if more space is required.
	Dates From      To
	Name & Type of business of employer
	Job Title & Brief description of duties including any management role
	Reasons for leaving


	
	
	
	


PART  IV.  SKILLS AND INTERESTS

Describe any spare time activities or hobbies in which you are interested or any other additional skills that you possess.
PART  V.  CONCERN POLICIES

Concern Code of Conduct and its Associated Policies
Concern has an organisational Code of Conduct (CCoC) with three Associated Policies; the Programme Participant Protection Policy (P4), the Child Safeguarding Policy and the Anti-Trafficking in Persons Policy. These have been developed to ensure the maximum protection of programme participants from exploitation, and to clarify the responsibilities of Concern staff, consultants, visitors to the programme and partner organisation, and the standards of behaviour expected of them. In this context, staff have a responsibility to the organisation to strive for, and maintain, the highest standards in the day-to-day conduct in their workplace in accordance with Concern’s core values and mission. Any candidate offered a job with Concern Worldwide will be expected to sign the Concern Staff Code of Conduct and Associated Policies as an appendix to their contract of employment. By signing the Concern Code of Conduct, candidates acknowledge that they have understood the content of both the Concern Code of Conduct and the Associated Policies and agree to conduct themselves in accordance with the provisions of these policies.

The adoption of the policy on Counter Terrorism 

Concern Worldwide receives a substantial amount of funding from external donors each year.  Increasingly donors are introducing requirements whereby future funding is conditional on Concern Worldwide ensuring that the names of any new employees do not appear on terrorism lists generated by the European Union (List of person, groups and entities to which Regulation (EC No. 2580/2001 applies), the US Government (Office of Foreign Assets Control list of specially designated Nationals and Blocked Persons) and the United Nations (Consolidated List).  
As a result, Concern Worldwide Rwanda will not make any offer of employment until a clearance check has been carried out to ensure that the name of a potential employee or volunteer does not appear on any of the aforementioned lists.  Where the name of a potential new employee does appear on such a list, Concern Worldwide Rwanda will not proceed with the recruitment of such person. By submitting a formal application for paid or voluntary employment to Concern Worldwide Rwanda, you agree to Concern Worldwide Rwanda carrying out a clearance check as outlined above and that Concern Worldwide Rwanda will not proceed to recruit you should your name appear on any of the aforementioned lists.

PART VI.  REFEREES

Please give full names and address of three people who will act as your referees.  A minimum of two professional references should be provided, one of whom must be your present or most recent employer.
Referees will only be contacted after successful interview and test (if relevant). It is the applicant’s responsibility to ensure that their referees are aware that they may be contacted by Concern Worldwide Rwanda for references. 
Professional Referees:

(1) Present/Most recent employer
Name:                                                                              Occupation / Job Title:

Address:                                                                           Telephone/Fax No.:

E-mail Address:

(2) Other employer

Name:                                                                              Occupation / Job Title:

Address:                                                                           Telephone/Fax No.:
E-mail Address:
Personal Referee:

Name:                                                                              Occupation:

Address:                                                                           Telephone/Fax No.:
E-mail Address:

PART VII DECLARATION
I, …………………………………….. certify that the information given on this form is complete and correct.

Signature:……………………………………………………………………..Date:……………

If you have any additional comments to make concerning your application please continue here or on another page which you should attach firmly to this application form. 
For Office use only

Received by: (Name/Position/Office):…………………………………..Date received:……………
Concern Worldwide Rwanda, National Human Resources Manual, January 2015

