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Guidance Notes On Completing The Application Form

Thank you for your interest in S C Motor Factors.  This guide gives information on how to complete the application form and what to do next. If you require any further details or assistance, please contact Human Resources on 020 8308 6812.

THE APPLICATION FORM

SECTION A - PERSONAL DETAILS

Please enter your personal details fully and clearly so that we may contact you about your application. 

Please ensure that you clearly indicate whether you have a current driving licence and provide details on any current endorsements.

SECTION B – EDUCATION AND QUALIFICATIONS

Please provide details of your Education, including examinations passed and professional qualifications/awards obtained with grades and dates.   If you have undertaken any training that is relevant to the post, please detail this in Section D. 

If you are a member of a Professional Association, please provide the name of the association and the date that you became a member.

SECTION C – EMPLOYMENT HISTORY
Please start with you current or most recent employer first then work backwards.  If you do not have space to include all of your previous jobs, you can attach a separate sheet. 

SECTION D – ADDITIONAL INFORMATION

If you wish to provide any additional information that may support your application please use this section.  This can include information on:

· Skills and Abilities 

· Experience

· Training

· Unpaid or voluntary work experience

Please attach a separate sheet if necessary. 

SECTION E – SUPPLEMENTARY INFORMATION

Please complete all sections and provide as much detail as possible.

REFERENCES
Please ensure that you have 2 references, one of which should be your current or previous employer.  Please provide us with the following information:

1. Referee name

2. Job Title

3. Address

4. Telephone Number

5. Where possible a fax number and email address

If for any reason you have changed your name, e.g. marriage, dead poll, please indicate the name by which the referee(s) will know you.

S C Motor Factors may take up references prior to employment.  If you do not wish us to contact your current employer, please tick the box in the relevant section.

DECLARATION
Please ensure that you have read and signed the declaration.  Applications will also be accepted electronically.  By completing and emailing the application form, we understand that you accept the terms of the declaration as detailed on the form.  You may be asked to sign the application form at interview. 

BEFORE SENDING YOUR APPLICATION FORM BACK, PLEASE ENSURE THAT:

· You have completed all relevant sections

· You have circled or deleted a YES/NO answer 

· You have included 2 references, including your previous employer. 

· You have attached any additional information you wish to include.  Please ensure you have put your name on each page, in case the documents become detached from your application form.

RETURNING THE APPLICATION FORM.

Option 1

Save the Application form to your computer.

Email the application form to Humanresources@scmf.co.uk
Option 2

You can post this to: 

Human Resources

S C Motor Factors

Units 5 & 6, Ruxley Corner Industrial Estate

Edgington Way

Sidcup

Kent DA14 5BL

WHAT HAPPENS NEXT?

Your application will be shortlisted against set criteria.  Successful applicants will be invited to a preliminary interview with Human Resources. 

