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                   Personal Assistant Recruitment and Employment Service
Personal Assistant Application Form 
People Matter IW has a legal obligation to ensure that all prospective employees have the right to work in the UK. Proof of your right to work in the UK will be required.
For certain vacancies applicants must have a UK driving licence and access to their own vehicle, but it is not always essential. 
All applicants must be willing to undertake an Enhanced Disclosure & Barring Service (DBS) check if offered employment.
Informal enquiries to: PARES Officer on 01983 685348
Section 1                                   Personal Details

Date of Application: _____________________________
	Title 
(please circle)
	Mr  /  Mrs  /  Ms  / Miss / other (please specify)  

	First Name 
	
	Surname
	

	Address:
                                                                                  Postcode:

	Home Tel


	Mobile
	Email:



	Preferred contact:


	How did you learn of of this vacancy? (monitoring purposes only)



	Section 2                                 Employment Duties



	To be able to assign you with any relevant opportunities, please complete the following questions:


	Are you willing to provide Personal Care to clients?

	Yes
	
	No
	

	Do you have a full, points-free, British Driving Licence?


	Yes
	
	No
	

	Are you willing to drive the client in their own car?


	Yes
	
	No
	

	Are you willing to drive the client in your own car?   

        
	Yes
	
	No
	

	Do you have regular access to your own vehicle for use?  


	Yes
	
	No
	

	Would you work for an employer who smokes or does not allow you to smoke during working hours?
	Yes
	
	No
	

	Are you comfortable working around client’s pets?   

        
	Yes
	
	No
	


	Tick what areas of the Island you are prepared to work in:


	Chale /Niton
	Cowes Area
	Godshill
	Newport
	Sandown
	Shanklin
	Ryde 
	Ventnor
	West Wight
	Other

	
	
	
	
	
	
	
	
	
	

	Tick √ which days you are available
	Mon
	Tue
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	
	
	
	
	
	
	

	State Hours Available e.g. 8am to 4pm / 7pm to 9pm
	
	
	
	
	
	
	

	Which groups of clients would you prefer to work with?


	Any 
	
	Physical Disability
	
	Autistic
	
	

	Children
	
	Learning Disability
	
	Other
	
	

	Young People
	
	Sensory Impairment 
	
	

	Adults
	
	Mental Health 
	
	

	Older People
	
	Dementia
	
	


	Section 3                                     Education History


	Name of School/ College/ University attended
	Date in Education

     From              To
	    Qualifications Gained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Training:    List any relevant training undertaken in previous employment or as a volunteer



	Date completed
	Name of Training Course

	
	


	Section 4                                                Employment

Please list all your employment and explain any gaps between posts. Beginning with your current or most recent employment continue on a separate sheet if necessary.


	Date

  From           To
	Name & Business of Employer
	Job Title
	Reasons for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	SECTION 5                                  Person Specification
Please detail here how you meet the requirements of the job description & person specification, particularly how you feel you can demonstrate the values of our organisation, and your reasons for applying for this position.  Include any qualities, skills and experience you believe we should be aware of. Please continue on a separate sheet if necessary.



	


	Tell us a little about yourself, your hobbies and interests, and your personality. This will be used in creating your Personal Profile for clients



	

	Section 6                                      Right to Work


	Do you have any restrictions on your right to work or remain in the UK? 

 YES       NO    

Under Section 8 of the Immigration Act we are required to check all employees are eligible to work within the UK. Please confirm that, if you are offered a position, which of the following documents you would be prepared to supply and allow us to make a copy of: 
                                                                                                                           (Please indicate with a tick √)

	Passport


	

	UK or EEU Birth Certificate which must include name of parents    


	

	P45 / P60 from previous Employer 


	

	National Insurance Card


	

	Registration or Naturalisation Certificate


	

	Work Permit issued by Work Permits UK    


	

	Home Office issued letter indicating permission for indefinite stay in the UK with no restrictions 


	

	Home Office Application Registration Card permitting employment

	

	UK Residence Permit from an EEAA state or Switzerland  

	

	Note: EEAA = European Economic Area Agreement




	Section 7 Convictions



	People Matter IW is exempt from the 1974 Rehabilitation of Offenders Act (Exclusions & Exceptions).  This means that unless stated in the job description, person specification or application pack, you must tell us about any previous convictions either classed as ‘spent’ or ‘unspent’.  

If you are offered employment, any failure to disclose such convictions could result in dismissal or disciplinary action.  Any information you give will be considered only in relation to the post for which this application form refers.  Information will be verified by Disclosure and Barring Service checks for all posts.
                                                                                                                               Tick √ box

	I declare that I have:


	No previous convictions


	
	

	
	Previous convictions – please give details below
(include date, conviction details)
	
	

	Conviction/s details




Section 8                                        References
Please provide 2 referees.

· One of which must have direct knowledge of you & your work (paid or unpaid) If previously worked in social care, you are required to provide one reference from a previous employer. 
· The other can be an additional work or personal referee (it cannot be direct family member, unless you have specifically been employed by them as a Personal assistant 
	Referee 1
	Referee 2

	Title:


	Title:

	Name 


	Name 

	Address:

Postcode:
	Address:

Postcode:

	Contact Tel:


	Contact Tel:

	Contact Email:


	Contact Email:

	Relationship to you:


	Relationship to you:



	Section 8                                  Applicant Declaration

(Please read this carefully before signing the application)


	· I confirm that the information supplied by me on this form and all documents required, with this application are complete and correct and that any untrue or misleading information will give my employer the right to terminate any employment contract offered. 

· I agree that any offer of employment is subject to satisfactory references, medical information and checks (if required) and a probationary period. 

· I am willing to undertake a DBS check if I am offered employment.

· I authorise you to obtain references to support this application if I am identified as a preferred candidate.

· I understand that, if appointed, the information on this form will be kept as part of my personal electronic and paper file record; and I consent to my details being kept confidentially and used for specific and lawful purposes as specified in the Data Protection Act 1998 & GDPR 2018. 



	Signed:

	Date:


Submit your application: Either complete and print the application pack and return in the mail to:

PARES Officer, People Matter IW, 1 & 2 Bernard Way, Newport, Isle of Wight, PO30 5YL.

Or complete the forms electronically and submit to: pares@peoplematteriw.org
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