Application Pack

Thank you for requesting this application pack.
Please read these notes carefully, they will help you to provide us with all the information we need to consider your application.

Completing the application form

All sections of the form must be completed for us to be able to assess your application; if a section isn’t relevant, please put ‘N/A’. Please do not substitute or cross reference information on this form, with your curriculum vitae.

When you have completed all sections, you should return all pages by the closing date advertised.

If we wish to progress your application further, you will be contacted by phone or email advising you of the next stage of the selection process. Unfortunately, we have limited resources and may not be able to inform applicants who are not shortlisted; therefore, if you haven’t heard from us within four weeks of the closing date regrettably you have not been selected for interview. 

Information required on application

We require you to give us the details of referees covering your last 2 years of employment. They will need to be able to give their opinion as to your suitability for the role in question. If you have been in education during this time, then academic references may be used.
All successful applicants need to provide a reference from their current or last employer. Referees must be professional and appropriate to the position applied for. We are unable to accept a reference from a family member or personal friend.

If you are selected for interview, you will be contacted with details of the time and venue for the interview. 

DBS checks

Any job offer is subject to satisfactory criminal records clearance.

Queries or concerns

Please contact Jack Deaner in our HR team if you would like to discuss any of the following

· Queries regarding this process
· Flexible working arrangements e.g. part-time working, job share etc 
· Any reasonable adjustments you need in order to submit an application and/ or access our premises in order to undertake any research for this post or attend an interview

· Require an application pack in an alternative format or language
· Feedback for candidates interviewed can be requested within one week of the interview

Please return this application form to accounts@worcestercommunitytrust.org.uk or by post to the address below, by 15th February 2026.
 
Jack Deaner
The Green Centre
Gresham Road

Worcester

WR2 5QS
Application for Employment

Please complete all sections unless the section is not relevant in which case please put N/A (not applicable). This front page and the monitoring form will not be viewed by the shortlisting or interview panels.
Position applied for

	Job Title: Contract Manager
	Closing Date: 15/02/2026



 Personal details – please PRINT
	Family name                                                            Title


	Forename(s)

	Address 

	                                                                                 Postcode 

	Telephone                                                                Mobile number                               

	Work 

	Email Address 

	National Insurance number


	Do you or have you ever worked for Worcester Community Trust?
	Yes / No



	Are you a car driver with access to transport?
	Yes/ No

	Do you or have you ever volunteered for Worcester Community Trust?
	Yes / No


	Are you related to, friends with or in a relationship with any trustee or member of staff of Worcester Community Trust?

	Yes / No


	
	

	If you answered yes to any of the 4 questions above, please give further details below



	As we operate a ‘two tick’ disability policy we guarantee to shortlist anyone who is defined as disabled by the Disability Discrimination Act 1995 and who meets the essential criteria for this post. 
Please indicate if this applies to you.        Yes/No/Prefer not to say



Occupational History Please give us details of your last 3 paid and/or voluntary positions. Please note the 2 most recent references will be requested after a conditional verbal job offer has been accepted.

	1. Name and address of current or most recent employer

Postcode
	Start date                           Leave date


	
	Reason for leaving


	YOUR JOB TITLE                     

	Brief description of duties 


	Salary


	

	
	

	Referee name and telephone number

Referee business email address


	Referee job title

	2. Name and address of previous employer

Postcode
	Start date                          Leave date


	
	Reason for leaving


	YOUR JOB TITLE                     

	Brief description of duties 


	Salary


	

	Referee name and telephone number: 

Referee business email address 


	Referee job title 



	3. Name and address of previous employer

Postcode
	Start date                         Leave date


	
	Reason for leaving


	YOUR JOB TITLE                   

	Brief description of duties 


	Salary


	

	Referee name and telephone number: 

Referee business email address 
	Referee job title 




	Please indicate if you would be happy for us to contact your references prior to the interview stage


	Yes / No




Previous history 

Please give as much information as you can about your paid and/or voluntary work history previous to the three jobs above. If you have taken study/career breaks please include details. For guidance, information about unrelated positions dating back more than 15 years need not be provided.

	Employer’s name and address 

Postcode 


	Position held 



	
	From:                         To:

	
	

	Reason for leaving 


	


	Employer’s name and address

Postcode   


	Position held



	
	From:                        To:

	
	

	Reason for leaving 


	


Additional Employment Posts Please provide details of any additional employment posts that are relevant to this application.

	Additional employment  posts 

	.



	If you have not covered this elsewhere, please give details below of any relevant voluntary work you have undertaken 

	


	Please give dates and details of any breaks in your work history

	


 Educational Qualifications

Starting with the most recent, please give details of any educational qualifications and examinations passed 
e.g. GCSE, O/AS/A’ level, NVQ, Diploma, Degree etc
	School/college
	Subject(s)
	Examination

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Qualifications currently being studied for

	Qualification/level
	School/college/authority
	Finishing date

	
	
	

	
	
	


Additional Qualifications

Please give details of any professional qualifications

	Qualification/level
	Issuing college/authority
	Date issued

	
	
	

	
	
	

	
	
	

	
	
	


Relevant Training
Please give details of any training that you have been given that is relevant to this post
	Training Body
	Name of course 
	Course date

	
	
	

	
	
	

	
	
	

	
	
	


Please state where you found out about this vacancy

	


Personal statement

Please refer to the person specification, where you will find the skills and experience required for this post. Please state how you feel you meet these criteria and where possible give examples from work, volunteering, family commitments or outside interests of how you can evidence these. This information will play a significant part in the shortlisting process. 
Please state the number of words that you have written at the end.
Please continue on an additional sheet if necessary

	Number of words=




Declaration of convictions

This post is exempt from the Rehabilitation of Offenders Act 1974 as, if appointed your duties will involve regular contact with children and vulnerable adults. This means that all relevant previous convictions may be regarded as spent and you will need to declare these. Please seek legal advice from an employment or legal specialist if this needs clarification. The successful applicant may be subject to a criminal records check at a basic level.

	Have you ever been convicted of a criminal offence, received a formal caution, been bound over or received a conditional discharge.
	Yes / No

	Do you have any police investigations or charges pending?


	Yes / No

	If yes to either of the two questions above, please describe the offence below including dates and also place full details of this information in a sealed envelope marked private and confidential to the Human Resources Department.


	

	Would you be willing to undergo a Disclosure and Barring Services check?


	Yes / No


Declaration

To my knowledge the information above is correct. I understand that if I am appointed and this information is found to be inaccurate this may affect my continued employment with Worcester Community Trust.
	SIGNATURE 
	DATE 

	
	


Equal Opportunities Monitoring Form

We are committed to ensuring that every person associated with Worcester Community Trust will be treated with dignity and respect and given access to opportunity and support in a manner which demonstrates that we value difference and diversity.

Statement on equal opportunities

We are committed to ensuring that no person will be treated less favourably than another because of their age, gender, colour, race, gender reassignment, disability, faith/belief, nationality, ethnicity, citizenship, physical appearance, health status, social position, employment status, family marital status, political belief, trade union membership, sexual orientation or non-relevant previous convictions.

Worcester Community Trust intends to demonstrate its commitment to this policy by applying procedures that challenge discrimination at all levels and by incorporating this commitment in all aspects of our work and practice.

Confidentiality

This form will be treated in the strictest confidence and will be used for monitoring purposes only in order that we may address imbalances in our recruitment practice. 
Failure to complete this form will not prejudice your application.

	Position applied for 


	Gender       Male / Female

Date of Birth or aged Under 18’s  18-30,  31-54,  55+


	Do you consider yourself to have any disabilities?   Yes / No/prefer not to say


	Would you describe your sexual orientation as heterosexual/bisexual/homosexual/other/prefer not to say

    


Ethnic origin

If you feel that the categories do not represent your own views please indicate in the ‘other’ or ‘not known’ box below

Do you consider yourself to be:

White






Mixed

	White: British
	
	
	Mixed: White and Black Caribbean
	

	White: Irish
	
	
	Mixed: White and Black African
	

	White: Other
	
	
	Mixed: White and Asian
	

	
	
	
	Mixed: Other
	

	Asian/Asian British
	
	
	
	

	Asian/Asian British: Indian
	
	
	Chinese
	

	Asian/Asian British: Pakistani
	
	
	Other
	

	Asian/Asian British: Bangladeshi
	
	
	Not known
	

	Asian/Asian British: Other
	
	
	
	

	Black/Black British
	
	
	
	

	
	
	
	
	

	Black/Black British: Caribbean
	
	
	
	

	Black/Black British: African
	
	
	
	

	Black/Black British: Other
	
	
	
	

	
	
	
	
	


