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APPLICATION FORM

Please write clearly in black ink or, if possible, type the form. Please return the completed application form, diversity monitoring questionnaire, a copy of your up-to-date CV and covering letter stating your current salary details to Helen McGregor, HR Administrator at hmcgregor@leighday.co.uk by close of business on Friday 15th July 2011. Please note that failure to return all the above requested documents will result in your application not being considered. 

1.
POSITION: 
Paralegal – International & Group Claims – Ref: PARA/IGC/MV
2.
PERSONAL DETAILS
Name:

Address:




Telephone Numbers:
Home:


Work:


Mobile:

E-mail address:

Are you lawfully resident in the UK?

□ Yes

□ No

Are you subject to immigration control? 
□ Yes

□ No
If yes, please specify on a separate sheet of paper.  

Are there any restrictions on your continued residence or employment in the UK?

□ Yes

□ No      If Yes, please give details on a separate sheet of paper.

3.
PRESENT OR MOST RECENT EMPLOYMENT
Please give details of your present post if you are currently in work, or of your last employment, giving an account of duties, length of service and salary:

Name and address of current employer:
Position held:

Date of Appointment:

Date left and reason for leaving (or planning to leave):
Salary:

Account of duties:

4.
PAST EMPLOYMENT:

Please list any other jobs you have had, with the length of time in each post (please attach a separate sheet if necessary):

Name of Employer: 


Position Held:
 
Date Started/Date Left: 


Reason for leaving:


Account of duties:

5.
UNPAID WORK AND OTHER EXPERIENCE

Please give details of any unpaid work or other experience relevant to this post:

6.
EDUCATIONAL QUALIFICATIONS AND TRAINING

Please give details of any qualifications gained with dates:

7.
COMPETENCES FOR THE POST
Consider your response to this section carefully.  Refer to the person specification and job description and use a separate sheet of paper to demonstrate your competence for this role.  Please note you should use no more than 200 words to demonstrate your competencies.
8.
REASON FOR APPLYING FOR THE POST
Why are you interested in this job?  What aspects of the job description and the work of Leigh Day & Co attract you particularly?  What do you see yourself bringing to this job?

9.
NOTICE
How much notice would you have to give if you are already in employment?
10.
PREVIOUS APPLICATION(S)
Have you ever applied for a vacancy at Leigh Day & Co before? 

 □ Yes

□ No

If yes, which vacancy did you apply for, when did you apply and what was the outcome?
11.
DATA PROTECTION STATEMENT

Leigh Day & Co is registered under the Data Protection Act 1998, and is committed to meeting its obligations under the Act in protecting the rights and freedoms of individuals as provided within this legislation.  

Leigh Day & Co will keep your personal information secure, and not share it with any other organisation except contracted recruitment agencies involved in the recruitment and selection process.  

If you are successful and take up appointment with us, the following papers will be preserved:

· Your application form if you remain in employment with us will be kept until you retire.  

· References will be retained for 6 years from the date on which you take up appointment.  

Other documents relating to both successful and unsuccessful applicants will be retained for a period of one year, after which they will be destroyed.  

It is a condition of your application that you accept these retention periods.  If you return an application form to us it will be taken that you have agreed.  

For more information on Leigh Day & Co’s privacy policy, please visit:  http://www.leighday.co.uk/site-information-pages/privacy
12.
DECLARATION

I declare that all the information given in this application is, to the best of my knowledge, complete and correct.  I understand that if I am employed and any of the information I have provided is false, my contract may be terminated.

Signature: ………………………………….. 
Date: ………………………………….. (Print Name)
Equality and Diversity Monitoring Questionnaire

Leigh Day & Co is fully committed to ensuring that all staff is treated fairly and with dignity and respect.  Our policy on Equality and Diversity also applies to our recruitment of prospective employees and to the treatment of our clients and third parties.  We aim to ensure that we receive applications from people of all backgrounds and that we do not discriminate against any individuals, directly or indirectly, in respect of their sex, age, race, marital status, disability, sexual orientation, gender reassignment, religion or belief.

You can assist us by completing the questionnaire below.  This will enable us to effectively measure our ability to attract a diverse range of candidates.  We would very much appreciate it if you could take a few moments to complete this diversity profile questionnaire.

The information you provide will be separated from your application and anonymised.  It will not form part of the recruitment process and every candidate is treated equally both in applying for positions and if successful, once employed.  Thank you in advance for your co-operation.  Please make sure that you read through all the categories and then mark in the box that applies to you.

Ethnic Origin

Please describe your ethnic origin:

	Asian or Asian British
( Bangladeshi 

( Indian

( Pakistani

( Any other Asian background (please specify)


Black or Black British
( African 

( Caribbean

( Any other Black background (please specify)


Mixed
( White and Asian 

( White and Black African

( White and Black Caribbean

( Any other Mixed background (please specify)




	Mixed
( White and Asian 

( White and Black African

( White and Black Caribbean

( Any other Mixed background (please specify)


White
( British

( Irish

( Any other White background (please specify)


Oriental
( Chinese

( Any other White background (please specify)
( Prefer not to say



Nationality


In accordance with the Immigration and Asylum Act, 1999, please state your immigration status 
Religion or Belief

Please select one of the following to describe your religion or belief:

	( Buddhist

( Christian

( Hindu
	( Jewish

( Muslim

( Sikh 
	( None

( Other (please specify) 

( Prefer not to say



Gender

Please select one of the following to describe your gender:

	( Male
	( Female
	( Transgender
( Prefer not to say


Sexual Orientation

Please select one of the following to describe your sexual orientation:

	( Gay Woman/Lesbian
	( Gay Man
	( Bisexual
	( Heterosexual/Straight
( Prefer not to say


Age

Please select the age range applicable to you:

	( 16-25

( 26-35

	( 36-46
( 46-56
	( 57-65

( 65+


Disability

The Disability Discrimination Act 2005 (DDA) defines disability as a physical or mental impairment that has a substantial and long-term (i.e., more than 12 months) adverse effect on a person’s ability to do normal daily activities.  For example, severe depression, dyslexia, diabetes, epilepsy and arthritis.  You may still be considered to have a disability if you are not currently adversely affected but the impairment is likely to recur.

Do you consider yourself to be disabled within the definition of the DDA? 

( Yes
( No
( Prefer not to say
If Yes, please give details 



Are there any reasonable adjustments that we can make to facilitate you should you be short listed to attend an interview?  

If Yes, please give details 



How did you find out about this vacancy?

Please select one of the following applicable to you
	( Leigh Day & Co website
( Totallylegal.com 
( Comparelegaljob.com
( Other website (please specify) 
	( Specialised magazine (please specify)

( Friends/relative/word of mouth (please specify)


	( Agency (please specify)

( Other (please specify) 




This information is provided for monitoring purposes only.

Thank you for completing this form.
Data Protection Act 1998
In accordance with the Data Protection Act 1998 we will record the information given for the purposes of monitoring diversity in recruitment and selection.  The information will only be held for as long as it is necessary.
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