Application Form: Office Manager, July 2013
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CONFIDENTIAL
Baby Milk Action

34 Trumpington Street, Cambridge, CB2 1QY

Application form for post of Office Manager
Personal Details
Surname:



Forenames:






Address:





Postcode:

Tel: (daytime):



(evening):

Mobile:

Email: 

If offered this post, when would you be able to start?

Present / last Employment
Present / last employer:

Dates of employment:

Job title:

Salary:

Duties and responsibilities:

Previous Employment
Previous employer:

Dates of employment:

Job title:

Duties and responsibilities:


Previous employer:

Dates of employment:

Job title:

Duties and responsibilities:


Previous employer:

Dates of employment:

Job title:

Duties and responsibilities:

Qualifications
Education, qualifications and training (include dates and grades):

Your skills and experience 
Please read through the job description and other information and explain how your skills and experience apply to each aspect. If you think you will need to develop your skills and knowledge for any aspect, please say so. You may use additional space if necessary. You may include a CV, but please also complete this section.

General Office Management

Finance

Merchandise and publications

Company business / legal

Human resources

Health and Safety

Volunteer Management

Personal statement
Please say why you are applying for this post with Baby Milk Action and give any other information you think relevant. You may use additional space. You may include a CV, but please also complete this section.

References
Please give details of two people, including your current / last employer, from whom we can obtain references. They will be contacted, if necessary, after the interview.

Name:





Name:

Address:




Address:

Postcode:




Postcode:

Tel:





Tel:

To the best of my knowledge the information given on this form is correct and accurate.

Signature:




Date:

You may download this form to complete it electronically by going to: http://info.babymilkaction.org/officemanager2013  

You may email completed forms to info@babymilkaction.org or send by post to:

Baby Milk Action

34 Trumpington Street

Cambridge

CB2 1QY

To be considered, completed applications must be received by Baby Milk Action by close of business on 5 August 2013.

Short-listed candidates will be informed by 7 August.

Interviews will take place on 12 August. If you are unable to make this date, please suggest another date in the same week (we cannot commit to arranging to interview on this date): ______________________

