	Office Use Only

	Copy of Original ID / Passport        (
Terms and Conditions Sent            (
Place.                                                 (
Pres.                                                   (
CV forwarded to:

Roles discussed:

Notes:




	Today’s Date:

	Name:
	Temp:     (
Perm:     (
(Pls tick)

	Address:

Postcode:


	Mobile No:

Home Phone:

	E Mail Address:


	Date Available / Notice period:



	Nearest Tube:


	How did you hear about us?



	Role Required:

Salary / Hourly rate required?

£________per annum                       £________per hour

	Skills:

Pls tick
	Beginner
	Intermediate
	Advanced

	Word
	
	
	

	Excel
	
	
	

	P.Point
	
	
	

	Outlook
	
	
	

	Diary 

Management
	
	
	

	Mailmerge
	
	
	

	Internet
	
	
	

	MAC user?
	
	
	

	Other packages:

OTHER LANGUAGES:

	Secretarial Skills:

Copy typing speed          ____wpm

Audio typing speed        ____wpm

Shorthand?                      Yes / No

Reception                         Yes / No

Database                          Yes / No

Legal                                  Yes / No

Medical                             Yes / No

Bookkeeping                    Yes / No

Minutes                            Yes / No
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	Criminal Convictions:

Do you have any unspent criminal convictions?

Yes / No

If yes please state convictions and dates



	Health and Disability:

Do you have any health issues or a disability relevant to the position or role you seek?  

Yes / No

If Yes, please specify:

If you have a disability what are your needs in terms of reasonable adjustments to enable you to perform the role sought?

If you have a disability what are your needs in terms of reasonable adjustments in order to access this recruitment service and attend interview, or to take aptitude tests etc?

	Permission to work in the UK:

Do you have immigration permission to work in the UK?            Yes / No

If you are on a Visa please state clearly which type and expiry date below

In line with Home Office guidance on the prevention of illegal working we will need to verify and take a copy of your original ID documentation as evidence of your right to work in the UK if you are to be engaged by Bond Street Personnel Ltd for temporary work.

	Data Protection Statement:

The information that you provide on this form and on any CV given will be used by Bond Street Personnel Ltd to provide you work finding services. In providing this service to you , you consent to your personal data being included on a computerised database and consent to us transferring your personal details to our clients.

We may check the information collected, with third parties or with other information held by us.

We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds, or in other way permitted or required by law.

	References:

Please provide details of at least two referees

	Name


	Name

	Company


	Company



	Position


	Position



	Email 


	Email

	Tel No:


	Tel No:



	Can we approach this person immediately?

Yes / No
	Can we approach this person immediately?

Yes / No

	Candidate Declaration:

I herby confirm that the information given is true and correct. I consent to my personal data and CV being forwarded to clients. I consent to references being passed on to potential employers.

(For temporary workers) If during the course of a temporary assignment, the Client wishes to employ me direct, I acknowledge that Bond Street Personnel Ltd will be entitled to charge the Client an introduction/transfer fee.

I have also read the terms of engagement for temporary workers.

(For permanent work seekers) Bond Street Personnel are to provide you with permanent recruitment services that is to say we are acting as an agency as defined under The Employment Agencies Act 1973. You authorise Bond Street Personnel to seek work on your behalf.

Signed by candidate

__________________________________________

Name:____________________________________


Date:


