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JOB APPLICATION FORM
POST APPLIED FOR: ………………………………………………………
Date Applied: …………………...
Reason for applying for a new job: …………………
How soon can you start: …………………
	A. PERSONAL DETAILS 
	

	Family name: ………………………………………………………………………………………………………………………………

	First Name: …………………………………………………….
	National ID No: ……………………………………………..

	Full Address: ……………………………………………………………………………………………………………………………….

	Home Tel No: ………………………………………….…….
	Mobile no: …………………………………………………….

	Date of birth: …………/…………./……………………….
	Male/Female: ……………………………………………….

	Marital Status: ……………………………………………….
	No of Children: …………………………………………….

	Email address: ……………………………………………….
	Hobbies: ……………………………………………………….

	I heard of vacancy from: 
TV/Radio( 
Newspaper(
ABC Website(
Friend in ABC(
On my own( 
Other: …………


B. EDUCATION/QUALIFICATIONS/TRAINING (Add an additional page if necessary)
	
	Level
	Name and details of results of qualifications
	Year From
	Year     To
	Name of School/ College/ Institution/ University

	a.
	Primary
	…………………………….…….……………………….
	………..
	………..
	…………..…………………….…….

	b.
	Secondary
	…………………………………………………………….
	………..
	…………
	…………………………………………

	
	
	……………………………………………………………
	………..
	…………
	…………………………………………

	b.
	Tertiary
	……………………………………………………………
	………..
	…………
	…………………………………………

	
	
	…………………………………………….……………..
	…………
	…………
	…………………………………………

	c.
	Others
	………………………………………….………………..
	………..
	……..…
	…………………………………………

	
	(Technical/ Certificate)
	………………………………………….………………..
	………..
	…………
	…………………………………………

	
	Driving license
	………………………………………….………………..
	………..
	………….
	………………………………………..

	
	Computer, etc
	……………………..………………….………………..
	…………
	………….
	…………………………………………

	
	Word/Excel/ et
	……………………..………………….………………..
	…………
	………….
	…………………………………………


C. WORK EXPERIENCE

(i) ARE YOU WORKING ACTUALLY?
No (
Yes(
If yes, please specify below
	I am working as

(Job title)
	At
(Name of company)
	Where

(Address of Company)
	Since

	Actual

Salary

	0.
	
	
	
	


(ii) PREVIOUS JOBS (list your last three previous jobs - most recent first) 

	Name of Company
	Job Title
	Address of

Company
	From
	To
	Salary
	Reasons for

leaving

	1. 
	
	
	
	
	
	

	2. 
	
	
	
	
	
	

	3. 
	
	
	
	
	
	


	D. General details (Answer all questions)
	Yes
	No

	Have you ever been convicted of any criminal offences?
	
	

	If yes, state nature: ……………………………………………………………………………………………………………
	
	

	Are you actually pregnant? (for female candidates)
	
	

	If yes, how many months: ……………………………………………………………………………………………………
	
	

	Have you ever been dismissed from the service of any employer?
	
	

	If yes, give details/ reasons: ………………………………………………………………………………………………
	
	

	Are you suffering from any chronic disease/ have suffered a serious illness?
	
	

	If yes, state nature/ give details: ………………………………………………………………………………………
	
	

	Have you ever had a serious medical condition which has necessitated surgery?
	
	

	If yes, state nature/ give details: ………………………………………………………………………………………
	
	

	Do you have any relatives/parents working at ABC Automobile? 
	
	

	            If yes, give his name and relationship with you: ………………………………………………………………
	
	

	Are you ready to do overtime?
	
	

	Expected Salary: ……………………………………….


E. Personal Reference(s) (not related to you by blood or marriage).
	1) Name: ……………………………… Position: ……….…………….

Company: ………………………………….Phone: ……………………….
	2) Name: ………………………………. Position: ………………………

Company: ………………………………. Phone: …………………………


I declare that the particulars in this application are true to the best of my knowledge and belief. 

Signature of applicant: …………………………….
Date: ……………………………………………………..
FOR OFFICE USE ONLY
	Competency Based Interview Assessment
	
	Proposed and agreed conditions of Employment

	Pre-Interview Process

(Rate candidate based on Job profile

of the post applied for)
	Above Req

(Excellent)
	Meets Req

(Good )
	Close to req

(Fair)
	Unnacceptable

(Bad)
	
	Job Title:



	
	
	
	
	
	
	Agreed Basic Salary:
Entitled to Overtime: Y/N



	
	
	
	
	
	
	Report to:
Start on:
/
/



	
	4
	3
	1
	0
	
	

	1. Qualifications/ Education
	
	
	
	
	
	Length of probation period:
Salary after probation:

	2. Experience
	
	
	
	
	
	
Rs ________________

	3. Job knowledge & job skills
	
	
	
	
	
	Other Conditions of Employment:

	4. Communication skills
	
	
	
	
	
	


	5. General Appearance
	
	
	
	
	
	

	6. Level of Confidence
	
	
	
	
	
	

	7. Level of Motivation/interest in the job
	
	
	
	
	
	


	8. Personality
	
	
	
	
	
	

	9. Punctuality
	
	
	
	
	
	Recruited by:
Signature:

	Remarks:
	
	Total  Score:
	
	
	Date:


Reason for change in job: …………………………………………………………………………………...     Assessed by: …………………………………………………………………………………………   

…………………………………………………………………………………………………………………………..     Signature: …………………………………………… Date: ……………………………….........
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