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APPLICATION FORM
	 



Notes:
Job Title: Junior School Secretary 
	      
Closing date:  Monday 28th September at 12 noon 

· Canvassing will disqualify
· Only applications containing all the information
which has been sought will be considered
· Non-completion of the Equal Opportunities Monitoring
Information may result in rejection of your application
· Applications received after the closing date and time
will not be considered
· Complete online or in black/blue ink



For administrative purposes please indicate any planned holiday arrangements          From                       To 
Please note we are under no obligation to take account


 of your holiday arrangements


Surname:            ___________________________       Title (Mr, Mrs, Miss, Ms, other): _______________


First Names:       ______________________________        Previous Surname:   ___________________________

                                                                                                                                                                                                        
Address:            _______________________________________________________________________


                          _______________________________________________________________________


Postcode:          _________________________


Contact Tel No: __________________________         Mobile No:         __________________________


	



Email Address:  
            

Nationality           
       
	


	EC

	




	


   	Non EC        If Non EC please specify 

Please name two referees (not relatives) at least one of whom should have knowledge of your present work in a supervisory/ managerial capacity. 
(Please note we will always seek a reference from your last employer)



Title (Mr, Mrs, Miss, Ms, Dr):   _______________                  Title (Mr, Mrs, Miss, Ms, Dr):   _______________  


Name:           _______________________________                  Name:            _____________________________


Occupation:  _______________________________                 Occupation:   _____________________________



Relationship:  ______________________________                  Relationship:  _____________________________



Address:       _____________________________                     Address:         _____________________________



                    ______________________________                                           _____________________________



Postcode:   ______________________________                    Postcode:        ______________________________




Phone No:   ______________________________                    Phone No:       _____________________________




Can we contact this referee prior to interview?                         Can we contact this referee prior to interview?


Yes   ______     No  _______                                                           Yes  _______    No ______                                    
   
                                                                                      


Education – GCSE, BTEC, A-Level, NVQ, Secretarial or Equivalent

	GCSE (s)/
BTEC (s)/
AS/A’ Level(s)
	Subject
	Grade

	
	
	



Further Education:

	Degree/
Diploma/
Certificate
	Result 
	Date 

	















	
	



Professional Qualifications

	Name of Professional Body
	Level
	Date
	Enrolment No / Membership No

	








	
	
	



Employment History – Present post

Employer Name       ____________________________           Period of Notice _____________________

Employer Address  _____________________________                      Salary  ______________________   

                                 ____________________________________________________________________

                                 ____________________________                 Start Date    _____________________

                                Postcode: ____________________

Job Title                  _____________________________


	Duties of Present Post






















Reason for Leaving








Employment History - Previous Posts

Please list all your previous posts beginning with the most recent including periods out of employment & any training (continue on a separate sheet if necessary).

	Name of Employer
	Address
	Period of employment
From (mm/yy)
To (mm/yy)
	Position/ Grade and duties

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	



Additional Information

	Please provide any other information supporting your application, including how you meet the essential criteria and any of the desired criteria, specified for this post.

	












Additional Information cont’d





























Convictions / Offences
Under the Rehabilitation of offenders (Exceptions) Order Northern Ireland, Campbell College as a place of education is included in the list of excepted employers.  As such, all criminal convictions may never be regarded as spent and must be disclosed when applying for a post in the School.  It is necessary therefore to ask the following questions:
Have you ever been convicted of any criminal offence?     		Yes    ⁮     No	⁮   
Are you currently the subject of any police investigation       	Yes   ⁮      No	⁮
or do you have any prosecutions pending?
List below details of ALL charges, prosecutions, convictions, cautions, bind-over orders - even if they happened some time ago.  You must include any minor matters, any road offences and any pending.

	








Please note that disclosure of a conviction does not necessarily debar any applicant from obtaining employment.

DISABILITY
Do you consider yourself to have a disability or health condition?




Yes		No		Prefer not to say		

What is the effect or impact of your disability or health condition on your work?  Please write in here noting any amendments you require to let you undertake this role.














The information in this form is for monitoring purposes and to facilities and discussions on required amendments to the role only.  If you believe you need a ‘reasonable adjustment’, then please discuss this with your manager, or the manager running the recruitment process if you are a job applicant.

Personal Declaration
I declare that all the foregoing statements are true, complete and accurate.
1. I understand that if I give wrong information or omit important information I could be dismissed subsequent to having taken-up employment with the College.
2. I understand that I must have had satisfactory references and Access NI checks for any offer of employment.
3. I understand that I may be required to show some formal identification and evidence of qualifications.
4. I agree to the College making any necessary enquiries during the recruitment and selection process.
5. I understand that any canvassing will disqualify me from the selection process for this position.


Your signature _____________________________________       Date _____________________

CLOSING DATE: Monday 28th September 2026 at 12 noon

Please return to: Mrs Leigh Crawford, Secretary to the Head, Campbell College, Belmont Road, Belfast, BT4 2ND or via email to: lcrawford842@campbell.belfast.ni.sch.uk
Please ensure a monitoring questionnaire is submitted with the application


All information supplied by you on this application form is held by the College in accordance with EU and UK data protection legislation.  The information is used for the selection and appointment of the post for which you have applied.  Information relating to the successful applicant is transferred to the applicants own personnel file retained in the College.  Information for all unsuccessful applicants will be held for six months after completion of the selection process and then securely destroyed.
Our staff privacy notice details the collection, use and storing of data and may be found at www.campbellcollege.co.uk


Late applications will not be accepted
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Ref No: Junior School Secretary – September 2026/		Date of Birth:				


We are an Equal Opportunities employer.  We do not discriminate on grounds of religious belief or political opinion.  We practice equality of opportunity in employment and select the best person for the job.

To demonstrate our commitment to equality of opportunity in employment we need to monitor the community background of our employees, as required by the Fair Employment and Treatment (NI) Order 1998.

Regardless of whether we practice religion, most of us in Northern Ireland are seen as either Catholic or Protestant.  We are therefore asking you to indicate your community background by ticking the appropriate box below.


	I am a member of the Protestant community

	I am a member of the Roman Catholic community

	I am neither a member of the Protestant, nor
	Roman Catholic community

	





	What is your sex?    	Female	      Male		Prefer not to say 

	Is the gender your identify with the same as your sex registered at birth?



	Yes			No			Prefer not to say		


If you do not complete this questionnaire, we are encouraged to use the ‘residuary’
method which means that we can make a determination on the basis of personal information on file/ application form.

Note: 	It is a criminal offence under the legislation for a person to ‘give false information in connection with the preparation of the monitoring return’.  This information will be treated in the strictest of confidence and protected from misuse.  It will be used solely for the purpose of monitoring our Equal Opportunity employment policy.

Child Protection
Campbell College treats its responsibility to protect its pupils with the utmost seriousness, by preventing unsuitable people from working with them in paid or voluntary positions.  Posts involving work with children and young people in educational institutions are subject to the provisions of the Safeguarding Vulnerable Groups (NI) Order 2007.
The process whereby applicants are vetted for employment is set out by AccessNI as an Enhanced Disclosure; see www.nidirect.gov.uk/accessni  Hence, applicants should be aware that any offer of employment will only be confirmed when the Bursar/ Headmaster has: 
1. received two written satisfactory references, one of which must be from the most recent employer;
1. verified proof of identity as specified by AccessNI;
1. received an Enhanced Disclosure Certificate from AccessNI confirming the eligibility of the applicant to work in the School;
1. viewed originals of qualifications recorded on the application form.
AccessNI regulations do not allow for individuals to apply directly to AccessNI for an Enhanced Disclosure Certificate therefore the application will be made through Campbell College.

Process
Applicants called for interview will be required to bring with them:
1. photographic proof of identity.
When an offer of employment is made, the preferred applicant will be required to:
1. complete an AccessNI application by the following process
· register with AccessNI for an Enhanced Disclosure Certificate and complete the ‘Pin Notification and ID Validation Form’ as provided by the College
· complete the AccessNI document ‘Appendix C’ as provided by the College
· return these two documents to the College and produce for the Bursar’s secretary valid identification documents as specified in the application
· a cheque for £33 will be paid by the College to Access NI, this will be deducted from your first salary payment
· furnish the Bursar’s secretary with a copy of the return from AccessNI;
1. complete a ‘Health Declaration’ questionnaire as provided; and
1. let the Bursar/ Headmaster view originals of qualifications recorded on the Employment application form.
The appointment will only be confirmed after all pre-employment checks have been completed satisfactorily.

General Information
Campbell College is a voluntary grammar school for boys, managed by its Board of Governors in accordance with its scheme of management.
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