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Application for the post of
Administrative Assistant
	Personal Details

	Name:


	

	Address:


	

	Tel:


	

	Mobile


	

	Email:


	


	Education

	Secondary School
	Qualifications

	Further Education
	

	Vocational or other courses
	


	Employment

(Most recent first)

	Job Title
	Dates
	Responsibilities
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Experience
With reference to the job specification and the person specification, give evidence as to why you will be able to fulfil this role.

Character

In what ways do you think your character is suited to this role?

References
Give the names and address of two Referees, one who knows you in a work context and one in a social context:
Work Referee

	Name
	

	Address
	

	Tel
	

	E mail
	


Social Referee

	Name
	

	Address
	

	Tel
	

	E mail
	


Return this form by post or email to

Naomi Lynas
Operations Manager
St James’s Church Office

St James’ Street

Clitheroe BB7 1HH

naomilynas@stjamesclitheroe.co.uk 
Closing date: Friday 1st November
Interviews in Week Commencing 11th November
St James Church Clitheroe will process this data for recruitment purposes only. We will not share it with anyone else without your permission.
We would like to keep this data until our open role is filled. When that period is over, we will either delete your data or inform you that we will keep it in our database for future roles.
You may request that we delete your data at any time by contacting Naomi Lynas at naomilynas@stjamesclitheroe.co.uk .
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