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Application Form for Administration Assistant
Please note that applications should be emailed to ilm@liverpool.gov.uk, with employer name and job title in the subject line. The deadline for applications closes on Thursday 29th November 2018 at 17:00pm. Successful applicants will be notified on Friday 30th November with an interview to take place the following week.

All applicants must fit within the below criteria:

· Is aged between 16-29

· Is a Liverpool resident

· Is currently unemployed, or not in education, employment and/or training (NEET)

· Is registered with Liverpool Ways to Work Programme

· Is disadvantaged in the labour market and will need support and training in developing their skills in the workplace

Important information: 

This role is part funded using European Social Fund monies.  The purpose of this funding is to support Liverpool resident’s aged 16-29 who are not currently in education, training or employment into work. The project is particularly focused on supporting young adults who have added barriers to work including:

•             Lone parents

•             Care leavers

•             Young adults who have a disability or special educational needs 

•             Young adults who have diagnosed mental health illnesses

•             Young adults from black and ethnic minority backgrounds

•             Young adults who have a previous conviction 

•             Young adults who have been unemployed for 12months+

Before applying for this role please check to ensure you meet the above criteria for the funding. If you have any questions regarding your suitability, please contact us via the above email or ring 0151 207 7568.
PERSONAL INFORMATION 





EDUCATION AND QUALIFICATIONS

Please detail all qualifications obtained and any courses you have taken relevant to the post.

	 Dates
	School/College/Organization
	Qualifications

	
	
	


Please give details of any other work-related training in Administration that you have undertaken relevant to the post.

	Dates
	Course
	Relevant Details

	
	
	


EMPLOYMENT OR VOLUNTEERING history

SUPPORTING STATEMENT: Please use the space below to tell us your reasons for applying for the post of Administration Assistant, how your experience and skills support your application and anything else you believe is relevant. We would like to understand your motivation/reasons for applying (not more than 250 words).




DECLARATION
I declare that the information contained in this application is complete and correct. 

Signed:  

Dated: 

Full name: 





Address: 





Mobile: 





Home phone: 





Email: 





Activities





Dates





Position Held





Organisations Name

















REFERENCE: Please supply us with the name, email address and contact number, of one person you can use as a reference. It should be an individual who can talk about your work etc. 





Reference name:





Email address:





Contact number:

















