Post of Financial Controller                                                         
Private and Confidential
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	BLOOMFIELD COLLEGIATE SCHOOL

APPLICATION FORM

POST OF FINANCIAL CONTROLLER


	Please read the following notes before completing this form

· Please complete this form in black ink or typescript.  Do not attach additional pages.
· Please complete the form in full as shortlisting will be based on the information provided in this document.  You may wish to refer to the criteria described in the Personnel Specification.
· Canvassing will disqualify.

· Completed application forms should be sent, marked Private and Confidential, to the Principal by 12 noon on Friday 24 February 2012.  Late applications will not be accepted.

· Applicants who are shortlisted will be invited to visit the school.

· If you are downloading this form from the school website please also download the Equal Opportunities Monitoring Form.  Place the completed form in a separate envelope, with your name on the front, and return it with your application form.

	Bloomfield Collegiate School is an equal opportunities employer.

It is the aim of the Board of Governors of Bloomfield Collegiate School to follow
 the advice from the Department of Education contained in Circular 2006/6 with
 regard to the recruitment of people to work with children and young
 people in educational settings.



	A.  PERSONAL DETAILS 

(photographic proof of identity and original Birth Certificate and Marriage Certificate, if applicable, will be requested at interview)


	Title (Dr/Mr/Mrs/Ms)
	
	Home

Telephone
	

	Forename(s)
	
	Daytime

Telephone
	

	Surname
	
	Mobile

Telephone
	

	
	
	Email Address
	

	Address
	
	Correspondence Address

(if different from that already supplied)
	

	If you have a disability, is there anything we need to know prior to interview?

(e.g.  parking facilities)

	

	Have you been convicted of a criminal offence?                                                   YES/NO

If yes, please give details of all offences.

	

	Please note that the disclosure of a conviction does not necessarily debar an applicant from being appointed.

	

	Have you ever been the subject of any investigations into abuse or inappropriate behaviour in relation to children?                                                                           YES/NO

If yes, please give details of all offences.

	


	B.   QUALIFICATIONS AND EXPERIENCE

(original proof of qualifications will be required prior to confirmation of appointment)


	1.  Do you have a third level qualification in business or related area? 

YES/NO

     If yes, give full details:

	

	2.  Set out below details of additional qualifications held by you relevant to the post.
     (Refer to Job Description - Desirable Criteria)

	

	3.  Please give details of post-primary schools attended, with dates and qualifications 

     gained.

	


	4.  Please outline details of previous employment.
     Give details of employer, dates, posts held and a brief description of responsibilities.

	

	5. Please account for any periods of time since leaving school which are not included

    above.

	

	6. Please indicate dates of absence from work over the last 3 years including reasons.



	


	C.  DEMONSTRATING ESSENTIAL AND DESIRABLE CRITERIA 
The following section asks you to outline how you meet the essential experience and desirable criteria specified in the Job Description.  If you fail to deal with each experience criterion the selection panel will find it difficult to assess your application form and may not be able to invite you to interview.  The selection panel will not make assumptions as to the skills, knowledge and experience you may have gained.

Please demonstrate experience giving detailed information, with examples, showing  how you meet the criteria.

	ESSENTIAL CRITERIA - EXPERIENCE

	1.  Demonstrate experience of managing and supervising staff.  

	

	2.  Demonstrate at least 1 year’s experience within the last 5 years in a similar 
     financial management role in a large organisation.

	

	


	ESSENTIAL CRITERIA - SKILLS AND QUALITIES

	1.  Demonstrate high level IT literacy (MSOffice including Word and Excel, Internet).


	

	2.  Demonstrate an ability to work well with people at all levels.

	

	3.   Demonstrate an ability to prioritise tasks and to work on a number of projects 
       simultaneously.

	

	4.    Demonstrate experience in operating computerised accounting packages.

	


	DESIRABLE CRITERIA - KNOWLEDGE, SKILLS AND QUALITIES.
Any qualifications held should be listed under Section B.

	1.  Demonstrate strong leadership and teambuilding skills.

	

	2.  Demonstrate a commitment to a culture of continuous improvement.

	

	3.  Demonstrate an ability to analyse complex facts and information.

	

	4.  Demonstrate some understanding of personnel/legal issues within the education 
     sector.

	


	D.  REFEREES
(References will be requested in the event of a candidate being short-listed for interview)
Please supply the names and addresses of two referees who can comment on your work.  At least one should be someone with knowledge of your present position and the qualifications, experience and skills that you bring to it.


	

	Referee 1
	Referee 2

	
	

	Post Code:
	
	Post Code:
	

	Telephone:
	
	Telephone:
	

	

	DECLARATION BY THE APPLICANT

1.  I declare that, to the best of my knowledge, the responses to the above questions are accurate.
2.  I understand that, prior to appointment being made a check for any record of convictions, 

     cautions or bind-over orders will be carried out and I give my permission for this to be done.

3.  I confirm I have completed the Equal Opportunities Monitoring Form and returned it in a
     separate envelope.

Signed:   ……………………………………………..   Date:   ………………………………
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