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Job Application Form – British Diplomatic Missions in China


	1. Vacancy Details:

	Vacancy Applied For

	Position Code

	Are you applying for                                   FORMCHECKBOX 
 Full Time                    FORMCHECKBOX 
 Part Time


	2. Personal Details:

	First Name                                                               Last Name

	Gender             FORMCHECKBOX 
  Female    FORMCHECKBOX 
 Male                      

	Date of Birth                                                            Place of Birth

	Nationality                                                               Nationality

(at birth)                                                                   (now)

	Identification Number                                                                          Hukou                                                       

(for Chinese national)                                                                       

	Passport Number
(for non-Chinese national)                                                                       

	Current Visa Status:    FORMCHECKBOX 
 No, I do not possess Chinese working visa at the moment

(for non-Chinese national) FORMCHECKBOX 
 Yes, I have Chinese Visa. Type of Visa:______ Valid until: ______________                                                        

	Current Address


	Telephone                                                               Telephone  

(home)                                                                     (work)      

Mobile                                                                      Email
Can we contact you at work?                                 FORMCHECKBOX 
  Yes                FORMCHECKBOX 
 No

	Additional Information

	Do you have relatives/friends working for British Diplomatic Missions in China?

  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No

If "Yes" , please provide details:
Where did you see the advertisement for this job?




	3. Education / Qualifications

	Academic Qualifications

	Date
	Schools/Institution attended
	Major/Subject
	Qualifications obtained

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Other Qualifications/Courses Attended (3 most important ones that are relevant to your application)
Date
Qualifications obtained
Brief description
From

To

Language and IT skills

Please indicate your proficiency as follows: Excellent=4, Good=3, Fair=2, Basic=1, None=0

Language

Reading

Written

Spoken

IT&Admin Skills

Score

English

Microsoft Word

Chinese

Microsoft Excel

Others:

Microsoft Powerpoint

Others:

Microsoft Outlook

Others:

Others:




	4. Employment

	Please give details of your employment for the last ten years, starting with the most recent

	Organisation 1
	

	Position Held
	
	

	Duration

(from mm/yy to mm/yy)
	

	Report To
	

	Main Responsibilities and Achievements
	

	Organisation 2
	

	Position Held
	

	Duration

(from mm/yy to mm/yy)
	

	Report To
	

	Main Responsibilities and Achievements
	

	Organisation 3
	

	Position Held
	

	Duration

(from mm/yy to mm/yy)
	

	Report To
	

	Main Responsibilities and Achievements
	

	5. Competence – Based Open Questions
Please read the job description carefully and provide a relevant and successful example to each competence.

· It is important to describe clearly the situation you were in, what you actually did, the result of your participation and what you gained from the experience. 
· Please remember the maximum word limit of 250 words for each example.

Competence 1
Competence 2
Competence 3
Competence 4
Competence 5


	

	6. Supporting statement

	In support of your application, and referring to the job description and person specification, please tell us why you are suitable for this role. Your statement should not exceed 250 words.

	


	7. References

	Please provide two references. The reference check will be done if you are offered the job.

	Referee 1:
	From current/most recent employer (for student, your school/university)

	Name
	
	
	

	Organization
	
	Position
	

	Telephone/Mobile
	
	Email Address
	

	Referee 2:
	From previous employer (for student, your school/university)

	Name
	
	
	

	Organization
	
	Position
	

	Telephone/Mobile
	
	Email Address
	


	8. Availability 

	If offered the appointment, when can you start?

	 FORMCHECKBOX 
 Immediately           FORMCHECKBOX 
    Need notice period of (     ) month(s)           FORMCHECKBOX 
 Others, please specify:


	9. Disability

	The British Diplomatic Mission is an equal opportunity employer and people with disabilities are encouraged to apply. If you are disabled, please state whether you require any adjustments to be made to facilitate your participation in the selection process?  HR staff will contact you to discuss this at a later date.

	 FORMCHECKBOX 
 Yes    
          FORMCHECKBOX 
  No   


	10. Declaration

	I declare that all the information I have provided in support of my application is, to the best of my    knowledge and belief, correct and complete.
Warning:  if you include any details that you know to be false or if you withhold relevant information, you may render yourself liable to disqualification from the recruitment exercise or, if appointed, to dismissal.  


	Your Signature:                                                                    Date: 

 


The British Diplomatic Missions in China are committed to a policy of equal opportunity and diversity. We welcome all applications regardless of gender, age, sexual orientation, disability, ethnicity and religion. 







Instructions: 


1. The assessment of applicants’ qualifications for this position is based on the information which you provide in this form.  It is important that you include as much information about yourself and what you have done as possible. This will enable assessors to make a fair and informed decision on whether to invite you to attend the next stage.


2. Please forward the completed application form to relevant British Embassy or Consulate before the deadline date mentioned in the job advertisement. Please clearly mark the position applied for under the “subject” title of your email or fax.


3. This application form will not be returned back to you after the completion of the recruitment process.


4. Any false statement or omission may render you liable to action, which may include disqualification of your application. In case you are offered employment or are appointed, this may also lead to your appointment being withdrawn or to your dismissal.
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