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APPLICATION FORM

	Thank you for applying for this vacancy and for your interest in Progressio. For further information about our work visit www.progressio.org.uk. 
If you would like to be considered for this post, it is essential that you complete this application form in full, as very specific information is required and will be used to decide whether or not you will be short-listed for an interview. 

Before completing this form we suggest you read the job description carefully, particularly the Person Specification and the Terms and Conditions sections. CV/resumes will not be considered. Application forms received after the closing date will not be considered.
Please note that if Progressio makes you an offer of employment, it will be provisional, subject to receipt of satisfactory work references and completion of a three-month probationary period.

	Instructions

Type your answers in the spaces provided. They will automatically expand when you type. Note that if you are completing this form electronically you will need to save the document and email it to Recruitment@progressio.org.uk.

	Post applied for
	Assistant Logistics Officer

	Based in 
	Lilongwe, Malawi


PERSONAL DETAILS

	First name(s) 
	
	Surname(s)
	

	Sex
	
	Nationality 
	

	Telephone
	
	Mobile 
	

	Email
	
	Skype name
	

	Address (including country)
	


EDUCATION AND PROFESSIONAL TRAINING
List your professional and technical qualifications, including any you are currently doing.

	Dates

(dd/mm/yy)
	Name and location of institution
	Title and outline of course
	Qualification awarded 

(if any)
	Full or part-time

	From
	To
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


EMPLOYMENT HISTORY 

List full paid employment and work experience history (both national and international). Start with your current or most recent employer and give all dates in days, months and years. 

	Dates

(dd/mm/yy)
	· Name of organisation 

· Sector

· Country
	· Job title 

· Summary of main responsibilities
	Full or part-time
	Reason(s) for leaving

	From 
	To
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


List any other relevant consultancy, voluntary/unpaid work experience (both national and international).

	


Time unaccounted for (give details of any periods not covered above).

	


SUPPORTING INFORMATION

Why are you applying for this fixed term post?

	


Why are you applying to work with Progressio?
	


What do you consider to be your greatest personal strengths that you will bring to and to this post (something that you feel will make a difference)? And why?

	


In what ways do your previous experience, knowledge and skills equip you to meet the requirements of this post? You should answer this section matching your skills and experience to each of the numbered criteria set out in the person specification section of the job description (essential and desirable), giving clear and relevant examples. 

Please note that this section is compulsory. If you do not complete this section in detail we will be unable to consider your application.
	
	Essential
	Desirable

	Education 
	
	

	Experience
	
	

	Skills and
knowledge
	
	

	Other
	
	


Please indicate which language(s) you speak and your current fluency (both written and spoken).

A = Fluent, B = Good, C = Intermediate, D = Basic 

	Language
	Written
	Spoken

	
	
	

	
	
	


Do you hold a valid driving licence? If yes, give details.

	


Do you have any other relevant skills, interests and/or activities?

	


FURTHER INFORMATION

Have you applied to Progressio before? If yes, give details.

	


Should you be short-listed, indicate any dates on which you are not available for interview in Lilongwe.

	


If recommended for the post, when could you start?  

	


Is there anything else which you wish to add in support of your application?

	


TERMS AND CONDITIONS

You should read the Terms and Conditions section and the rest of the job description carefully before submitting your application form. 

Please tick the box to confirm that: 

1) You have read the job description 

2) You understand the Terms and Conditions for this post 
3) You understand that the Terms and Conditions, including the remuneration, are not negotiable.

	YES   FORMCHECKBOX 



REFERENCES

Provide the names and contact details of two referees (please note that we may also ask for a third reference). These should be work related professional references. The referees should not be related to you and one should be your current manager in your present or most recent post. We will only take up references once we have made a provisional offer of employment.

	
	Referee 1
	Referee 2

	Name
	
	

	Occupation
	
	

	Organisation 
	
	

	Relationship to you (eg current line manager)
	
	

	Address (including country)
	
	

	Telephone
	
	

	Mobile
	
	

	Email
	
	


DATA PROTECTION

	Progressio will store and process personal data (electronic and hard copy) about applicants for the purposes of this recruitment and selection process. Information contained in this application form will only be disclosed to those involved in the process. For successful applicants this information will be stored in your personnel record. Data related to unsuccessful applicants will be retained for six months and then destroyed.


DECLARATION

Progressio reserves the right to check any information provided in this application form.
	I consent to the use of the information provided in this application form for recruitment and selection purposes only.

I have read and understood the instructions contained in this document and declare that all information given in support of my application is correct to the best of my knowledge. If this information turns out to be inaccurate, misleading or false I will be disqualified, and it will constitute grounds for withdrawal of an offer of employment or dismissal.

	Signature of applicant 
(It is not necessary to provide an electronic signature. Please simply type your name.)
	

	Date
	

	Please email the completed application form to:
Recruitment@progressio.org.uk 


	Due to the number of applications we receive, we regret that we are only able to contact short-listed candidates. We would therefore like to thank you for taking the time to complete your application.


For monitoring purposes only we would appreciate if you could complete our equal opportunities monitoring form on the next page before sending your application form.
EQUAL OPPORTUNITIES MONITORING FORM

Please note that this page will be separated from your application form and will only be monitored by Progressio’s Recruitment, Selection and Training Team.

	Progressio is an equal opportunities employer and selects applicants on the basis of their relevant experience, skills, abilities and according to the requirements of the post, irrespective of age, disability, nationality, race, religion, sex, sexual orientation, etc. 

In order to monitor the effectiveness of our equal opportunities policy, Progressio would like to ask you to provide voluntarily the following information. 
Please tick the appropriate category:


	Where did you see this post advertised?


	Where did you see this placement advertised?
	 FORMCHECKBOX 
 Progressio website

 FORMCHECKBOX 
 Progressio Facebook

 FORMCHECKBOX 
 Progressio LinkedIn
 FORMCHECKBOX 
 Received Progressio’s flyer with details of the placement 
 FORMCHECKBOX 
 Other website (e.g. job portals)

 FORMCHECKBOX 
 Personal recommendation 

 FORMCHECKBOX 
 Newspaper advertisement 

 FORMCHECKBOX 
 Other


	If you answered other website, personal recommendation, newspaper advertisement, or other please specify:
	


	Sex
	Age group

	 FORMCHECKBOX 
 Female 
 FORMCHECKBOX 
 Male
	 FORMCHECKBOX 
 Under 20

 FORMCHECKBOX 
 40-49
 FORMCHECKBOX 
 20-29

 FORMCHECKBOX 
 50-59

 FORMCHECKBOX 
 30-39

 FORMCHECKBOX 
 60 or over 

	Disability

	Do you regard yourself as having a disability?              

 FORMCHECKBOX 
 No       

 FORMCHECKBOX 
 Yes                                                                            


	If you answered yes please describe the nature of your disability, and state what special arrangements/adjustments will be needed to enable you to attend an interview if short-listed:
	

	Nationality

	State your nationality:
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