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Off The Record, 2 Church Street, Twickenham TW1 3NJ  Tel. 020 8744 1644  info@otrtwickenham.com      www.otrtwickenham.com 
Counselling, Information and Sexual Health Service for Young People

Application for the post of Assistant Administrator 
Please complete in typewritten format only
	Full Name
	

	Address:
	

	Telephone
	Mobile

	
	Landline

	Email address
	


Education and Professional Qualifications
	Dates
	Qualifications
	School/College

	
	
	

	
	
	

	
	
	

	
	
	


Relevant Training
	Dates
	Organised by
	Subject

	
	
	

	
	
	

	
	
	


Employment (Most recent first)
	Dates
	Name of Employer
	Job Title/Main Duties



	
	
	

	
	
	

	
	
	


	Experience and Relevant Skills
Please demonstrate how you meet the requirement of the person specification, giving specific examples of how your skills, experience and understanding meet these criteria. Please keep your evidence concise and to the point, following the same format as on the Person Specification. 



	Interest and Motivation
Please explain why you are applying for this post



	Personal Interests



	Where did you hear of this post:



	How soon would you be able to start this job?




Further information:

	Have you suffered or are you suffering from any major physical or mental illness or disability?
	Yes / No

	If yes, please specify
	

	How many days’ sick leave have you had in the last 2 years, and for what reason?

A disability or health problem does not preclude an individual from consideration. Applications from people with disabilities are welcomed
	


	Have you any criminal convictions to declare?
	Yes / No


I certify that the information given in this form is correct.

Signature:
Date: 

Please return the application by email or post to:  

Deborah Kerpner, Manager, info@otrtwickenham.com
Off the Record, 2 Church Street, Twickenham TW1 3NJ

Closing Date for completed forms:  10am Monday 28 November 2022
References:  Please give the names of two referees. One should be your present or most recent employer if possible, and the other should be able to comment on your experience and training.
	1.  Name of Referee
	

	Telephone
	

	Email address
	

	Address
	

	In what connection do you know him/her?
	

	Can he/she be approached before a job offer is made?
	


	2.  Name of Referee
	

	Telephone
	

	Email address
	

	Address
	

	In what connection do you know him/her?
	 

	Can he/she be approached before a job offer is made?
	


	For office use only
	Date 
	 Outcome 

	Received
	
	Acknowledged         Y  /  N

	Date short-listed 
	
	Offered interview    Y  /  N

	Date interviewed
	
	Accepted                   Y  /  N

	Reference 1 sent 
	
	Received                   Y  /  N

	Reference 2 sent 
	
	Received                   Y  /  N
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