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	Application for
Employment


Please complete all sections of this application form and include a copy of your curriculum vitae with your application. The information you provide on this form (and any additional information you provide with it) will be used strictly in confidence. If your application is successful, we will hold the information you supply on your personal file.

N.B. YOUR CURRICULUM VITAE WILL NOT BE RETURNED

Vacancy:



PERSONAL INFORMATION

	Family name:


	Given name:



	Street Address:


	Suburb: 



	City: 


	E-mail: 



	Work phone: 


	Mobile: 




(
Yes I may be contacted at work
GENERAL INFORMATION
1. Are you legally entitled to work in New Zealand i.e. as a citizen, permanent resident or holder of a current work permit?
(
Yes
(
No

2. Have you ever had an injury or medical condition caused by gradual process, disease, or infection, for example: hearing loss, or repetitive strain injuries, which the tasks of this job may aggravate or contribute to?
(
Yes
(
No

If you have answered 'yes' please advise what assistance you would require to undertake the role if you are the successful applicant?
3. Do you have any criminal convictions? Note: if you are deemed to have no criminal record under the terms of the Criminal Records (Clean Slate) Act 2004 then your answer will be 'no'. Please refer to Human Resources for details on the clean slate scheme under that Act.

(
Yes
(
No

If you have answered 'yes' to this question, please declare all your convictions:

	Offence



	Date offence committed



	Details of sentence imposed





4. Do you have a current driver's licence?
(
Yes
(
No

5. Do you agree to inquires being made as to the accuracy of information in this application form and in your CV and/or security checks on any criminal conviction(s)?

(
Yes
(
No

6. Do you have a spouse, partner, relative or household member working at Charities Commission?
(Your response to this question may be necessary to prevent potential conflicts of interest)


(
Yes
(
No


(
I declare that to the best of my knowledge the answers to the questions in this application are correct and materials attached are correct. I understand that if any false information is given, or material facts suppressed, I may not be accepted, or if I am employed, I may be dismissed.

Date:


INFORMATION ON RECRUITMENT AND SELECTION PROCESS FOR APPLICANTS
· When applying for work at the Charities Commission, all applicants must provide a completed Application for employment form and a copy of their CV.

· Applications should be emailed to recruitment@charities.govt.nz or posted to Attention: HR Advisor, Charities Commission, PO Box 8072, Wellington, New Zealand.

· Your application will be formally acknowledged in writing once the recruitment period has closed.
· Shortlisting is based on the written applications  received from applicants. The selection panel will shortlist applicants whose written applications indicate they best meet the key competencies of the vacancy.

· If you are shortlisted and selected for an interview you will be contacted by telephone and an interview date and time will be arranged.

· If you are not shortlisted for an interview, the Panel chairperson will advise you in writing.

· All applicants selected to attend an interview may bring along whanau or support. The applicant will meet all costs associated with bringing whanau or support persons to an interview. If you are selected for an interview please, advise if you do wish to bring whanau or support with you.

· Charities Commission conducts structured Behavioural Event Interviews with all shortlisted applicants.

· Candidates selected for interview may also be required to undertake some competency based assessment. This may include presentations, written exercises, role-plays or psychometric testing. You will be advised of all details when contacted by telephone for an interview.

· All non-successful interviewed applicants will be advised by telephone by the Panel chairperson who is usually the Manager of the vacancy.

· Reference checks will be conducted as part of the selection process and a minimum of two work related verbal references are required. The Charities Commission will not rely on written references.

· If it is found that you have given incorrect or misleading information or have omitted any relevant information on this application form or any attached material, you may be disqualified from appointment, or if appointed, you may be liable to be dismissed.

Privacy of Information Statement (Privacy Act 1993)

Any information that you provide in this application form is solely for the purpose of assessing your suitability for the vacancy for which you have applied. The information will not be used for any other purpose or supplied to any other party
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