[image: image1.png]


 

Mission Aviation Fellowship UK

Private and Confidential
	 APPLICATION FORM

	Guidelines for all applicants:

The information provided on this form will remain private and confidential and will be used for the purpose of selection. Where the application is successful, the organisation may from time to time, wish to process this information for personnel administration and business management purposes. Where this is the case, processing will take place in accordance with data protection legislation. Please note that the organisation may approach third parties to verify the information you have given. By signing this form you will be providing your consent to all these uses. 

General guidelines on completing this form:

· Please read these notes carefully before completing the application form. 

· You should have a job description with this application form. 

· Job description: This describes the objectives and duties of the job for which you are applying. You should check that you feel able to undertake the duties of the job before applying. 

· It is very important that you fill this form in as fully and completely as possible, giving evidence of skills and experience where possible. 

· If you need more space, please attach extra sheets of paper as necessary. 

· Please use blue or black ink. 

· Please complete each section, CV’s can be accepted to support the application form but not instead of completing the sections in this form. 

· Please make sure that we get this form by the closing date. Late applications will not be considered, unless in special circumstances. 

· If you are short-listed for interview, we will reimburse the cost of your travel at standard class public transport rates. If you are short-listed for interview and have special needs, for example, nearby parking or an interpreter, please let us know when you receive details of your interview date and time.

· All sections of the form must be completed; incomplete application forms may not be included in screening. You can email your form to rachel.phipps@maf-uk.org or return to the postal address at the end of this form.
Guidelines on equal opportunities: 

Mission Aviation Fellowship UK is a Christian organisation which seeks to operate in and for the name of Christ and those who work in the organisation must be in sympathy with the evangelical Christian beliefs as set out in the organisation's statements on beliefs and their promotion. 

In relation to matters of religion and belief, MAF UK reserves the right to appoint staff who are loyal to the Christian ethos of the organisation in order to preserve its distinctiveness in accordance with the Employment Equality Regulations 2003. 

For some posts within MAF UK, more than sympathy to the Christian ethos of the organisation is required and these posts are recognised as having Genuine Occupational Requirements (GOR's). This will be due to reasons such as; a requirement to proactively represent the evangelical Christian beliefs (available separately) of MAF in the Christian community, in the UK and abroad, the need to understand and interpret a Christian calling into mission work with MAF, the need to identify with and relate to supporters and volunteers of MAF, the need to offer Christian pastoral care our counselling to staff or volunteers etc.

We monitor all applicants for employment. It would be helpful if you would complete the monitoring form included with this application form. It will be kept separate from both the form and your personal details and will not be seen by the employing manager. 

Guidelines on legal requirements for processing applications which MAF UK will follow:

All employers recruiting staff in the UK are required to carry out certain checks to avoid employing anyone who does not have permission to work in the UK. It is a criminal offence to employ someone who has no right to work in the UK, or no right to do the work offered. MAF UK will therefore carry out checks on all applicants to meet the requirements of immigration and asylum legislation in line with guidelines from the Home Office. Copies of documents will be required. Applicants unable to provide appropriate proof of ability to work in the UK will be directed to the Home Office. All of the information checked will be held in accordance with data protection legislation. Further notes follow:



	List 1 - Documents which provide proof of ability to work in the UK if produced alone:

	Any one from the documents included below in list 1 will provide you with proof of ability to work in the UK. 
· A passport showing that the holder is a British Citizen, or has the right of abode in the UK

· A document showing that the holder is a national of a European Economic Area country or Switzerland. This must be a national passport or national identity card

· A residence permit issued by the Home Office to a national from a European Economic Area country or Switzerland

· A passport or other document issued by the Home Office which has an endorsement stating that the holder has a current right of residence in the UK as the family member of a national from a European Economic Area country or Switzerland who is resident in the UK

· A passport or other travel document endorsed to show that the holder can stay indefinitely in the UK or has not time limit in their stay

· A passport or other travel document endorsed to show that the holder can stay in the UK, and that this endorsement allows the holder to do the type of work offered if they do not have a work permit

· An Application Registration Card issued by the Home Office to an asylum seeker stating that the holder is permitted to take employment

Once one of these above documents is checked, there is no need to as for any of the further documents listed in List 2.

	List 2 - Documents which provide proof of ability to work in the UK if produced in combination:

	List 2 covers the combination of documents which will provide you with proof of ability to work in the UK if combined. You can not combine one document from List 1 and one document from List 2. 

	First combination: 

· A document giving the persons permanent National Insurance Number and name. This could be a P45, P60, National Insurance Card, or a letter from a Government agency

Along with checking the above, one of the following must also be checked:

· A full birth certificate issued in the UK, which includes the names of the holder's parents

· A birth certificate issued in the Channel Islands, the Isle of Man or Ireland

· A certificate of registration or naturalisation stating that the holder is a British citizen

· A letter issued by the Home Office to the holder which indicates that the person named in it can stay indefinitely in the UK or has no time limit on their stay

· An Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the person named in it can stay indefinitely in the UK or has no time limit on their stay

· A letter issued by the Home Office to the holder which indicates that the person named in it can stay in the UK and this allows them to do the work offered

· An Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the person named in it can stay in the UK and this allows them to do the work offered

	Second combination:

· A work permit or other approval to take employment that has been issued by Work Permits UK

Along with a document issued by Work Permits UK, one of the following must also be checked:

· A passport or other travel document endorsed to show that the holder is able to stay in the UK and can take the type of work permit employment in question

· A letter issued by the Home Office to the holder confirming that the person named in it is able to stay in the UK and can take the work permit employment in question

	Documents that will no longer provide proof of ability to work in the UK

	· A Home Office standard acknowledgement letter or Immigration Service letter IS96W which states that an asylum seeker can seek work in the UK

· A letter issued by the Home Office stating that the holder is a British Citizen

· A passport describing the holder as a British Dependent Territories Citizen which states that the holder has a connection with Gibraltar

· A short birth certificate issued in the UK which does not have details of one of the holder's parents

· A card or certificate issued by the Inland Revenue under the Construction Industry Scheme

· A temporary National Insurance Number beginning with TN, or any number which ends with the letters from E to Z inclusive

· A driving licence issued by the Driver and Vehicle Licensing Agency

· A bill issued by a financial institution or utility company




	PERSONAL DETAILS 

	Position applied for: 
	Interim Supporter Relations Manager
	Please return form by:
	30th July 2010 

	Title (Mr/Mrs/Miss/Ms):
	
	Surname/family name:
	

	Forenames:
	
	
	

	Address:
	

	Daytime telephone:
	
	Evening telephone:
	

	Email address:
	

	If the job requires it: (Tick as appropriate)

	Will you relocate?
	
	Travel?
	

	Please give details of three referees: your present or last employer, your Church leader, and someone who has known you for at least 3 years. (Not a relative). Please include postal or e-mail address as we use a questionnaire to obtain references. If your previous employers no longer exist, or if there have been breaks in your employment over the last three years, please give the name of a professional person to act as a personal referee. This person must not be related to you and must have known you for the last three years. 

	Church minister/leader name:
	

	Address:
	

	Telephone number:
	

	Email address: 
	

	When referee can be contacted:
	

	Present/last employer name:
	

	Address:
	

	Telephone number:

	

	Email address: 


	

	When referee can be contacted:
	

	Personal professional referee name:
	

	Address:
	

	Telephone number:
	

	Email address: 


	

	When referee can be contacted:
	

	By signing and returning this application form, you consent to Mission Aviation Fellowship UK using and keeping information about you provided by you or by third parties, such as referees, relating to your application or future employment. This will be done under the terms of current Data Protection Legislation. 

	Signed: 
	

	Date:
	


	WORK HISTORY

Please tell us about your work history including any part-time or casual work and regular or voluntary work. Please start with your most recent work. Please continue on an extra sheet if you need to. PLEASE ALSO SUBMIT A CV.

	Present (last) employment details

	Name of employer:
	

	Nature of business:
	

	Your job title:
	

	Brief summary of your work:
	

	Date you joined:
	

	Salary on leaving:
	

	Date left/planning to leave:
	

	Why do you want to leave your present job:
	

	Previous employment details (most recent first)

	Employers name
	Your job title
	Type of business
	From - to
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	WORK EXPERIENCE

The job description outlines the tasks undertaken in this job. Please show how you feel you meet these requirements. Note any training or qualifications where relevant.

	


	PERSONAL QUALITIES, SKILLS AND ABILITIES
Please provide here any information that may assist in your application.

	What do you consider to be your strengths?

	

	What do you consider to be your comparative weaknesses?

	

	Computer literacy (specify software):

	

	Please give details of any interests:

	

	If offered this post, when would you be able to start?
	

	MAF UK is an evangelical Christian organisation. A copy of the current organisational statement is included for your information. 

	Please confirm that you agree with our values and evangelical Christian beliefs:
	

	Please describe your conversion to Christ: 

	

	What Church do you regularly attend and how long have you attended this Church:

	

	In what ways are you involved in this Church:

	


	HEALTH

Applications from disabled candidates are welcomed and the organisation will make every effort to ensure a fair selection process and that reasonable adjustments are made.

	Please give details of any health/disability problem (s) which may be relevant to the position applied for:

	

	How many days absence have you had in the last 12 months?
	

	If more than 10, please give brief details:

	


	OTHER INFORMATION



	Are you currently eligible for employment in the UK?
	Yes
	
	No
	

	Please state what documentation you can provide in order to demonstrate this (see notes at start of form)
	

	Have you ever been convicted of a criminal offence?
	Yes
	
	No
	

	Declarations are subject to the provision of the Rehabilitation of Offenders Act. If you are applying for work directly with young people, the provisions of the Rehabilitation of Offenders Act do not apply. This means that you are not entitled to withhold information about convictions which, for other purposes are ‘spent’ under the provision of the act. Failure to disclose such convictions could result in your dismissal at a later date. Information will be treated as confidential and will be considered only in relation to your applications for positions to which the order applies.

	If yes, please give details:  


	

	Do you have a current driving licence?
	Yes
	
	No


	

	If so, please specify what type:
	

	Is your licence free from endorsements?
	Yes
	
	No


	

	If no, please give details:
	

	Do you have any armed service/public duties commitment (i.e. JP/Councillor)
	Yes
	
	No
	

	If yes, please give details:
	

	Have you made an application to MAF UK before?
	Yes
	
	No
	

	If yes, please give details:
	

	How/where did you hear of this vacancy? (Please give exact details, this is helpful to us)

	


	EDUCATION 
Please note that the organisation may wish to see your certificates. 

Please continue on separate sheets if necessary.

	Secondary education

	School/College
	Dates
	Subject and grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Further education

	College/University
	Dates 
	Subject and qualification

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Other training

	Training Provider
	Dates
	Subject and qualification

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Membership of professional bodies

	Awarding body
	Dates
	Description

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	DECLARATION



	I declare to the best of my knowledge and beliefs, all particulars I have given are complete and true. I understand that any false declaration or misleading statement or a significant omission may disqualify me from employment and render me liable to dismissal. I understand that any job offer is subject to references, a probationary period and (if the organisation believes it appropriate) a medical report, all of which must be deemed by the organisation satisfactory. 

	Signed: 
	

	Date: 
	


Please return this application form to the address below:

HR Department

Mission Aviation Fellowship UK 1st Floor Castle House Castle Hill Avenue FOLKESTONE Kent CT202TN 

Tel: 01303 850950 Fax: 01303 852800 Email: rachel.phipps@maf-uk.org 
A Company limited by guarantee

Registered in England number 3437446 
Registered Charity Number, England and Wales: 1064598
Registered Charity Number, Scotland: SC039107
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Mission Aviation Fellowship UK

	EQUAL OPPORTUNITIES MONITORING FORM

(To be detached from application form and held separately).

	This form will be used to monitor how MAF UK compares nationally and locally with regard to equal opportunities. It will not be held for any other purpose than monitoring. By completing and returning this form you are providing the organisation with your explicit consent to this use. This form is optional and anonymous. It does not constitute any part of the recruitment and selection process and is separated from the application form on receipt. All information will be held in strict confidence. 

	Job title:
	

	Marital status:
	Married
	Single
	Divorced

	Gender: 
	Male
	Female

	Age:
	18-24
	25-34
	35-44
	45-54
	55-65

	Do you suffer from a recognised disability as outlined in the Disability Discrimination Act? 

Note: "A person has a disability if he or she has a physical or mental impairment which has a substantial and long-term adverse effect on his or her ability to carry out normal day to day activities". The person must satisfy the four criteria in bold in the above statement to fall under, and therefore be protected by, the DDA.

	Yes (please state what that disability is):


	No: 



	Please indicate what your ethnic group is. The categories below are taken from the 2001 census. 

	Group A
	White

	
	Irish

	
	British

	
	Any other White background: 

	Group B
	Mixed

	
	White & Black Caribbean

	
	White & Black African

	
	White & Asian

	
	Any other Mixed background:

	Group C
	Asian or Asian British

	
	Indian

	
	Pakistani

	
	Bangladeshi

	
	Any other Asian background:

	Group D
	Black or Black British

	
	Caribbean

	
	African

	
	Any other Black background:

	Group E
	Chinese or other ethnic group

	
	Chinese

	
	Any other:

	Where did you find out about the job for which you are applying? (please give as much information as possible in one or more of the boxes below)

	Newspaper (please state which one/s)
	Website (please state which one/s)
	Agency (please state which one/s)
	Other (please give details)
	Did you also look at the MAF UK website?

Yes

No


HR Department, Mission Aviation Fellowship UK 1st Floor Castle House Castle Hill Avenue FOLKESTONE Kent CT202TN - Tel: 01303 850950 Fax: 01303 852800 

A Company limited by guarantee and Registered in England number 3437446 
Registered Charity Number, England and Wales: 1064598
Registered Charity Number, Scotland: SC039107
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Mission Aviation Fellowship UK

ORGANISATIONAL STATEMENTS (MAFI)

Belief

· We believe there is one God, eternally existent in three persons: Father, Son and Holy Spirit.
· We believe the Bible is the inspired, infallible, authoritative Word of God.

· We believe that the Lord Jesus Christ is true God and true man, was virgin born, lived a sinless life, was crucified for the sins of humanity, bodily resurrected and ascended to heaven where He sits as our advocate, and will personally return in power and glory.

· We believe that God desires the salvation of lost and sinful people by faith in the Lord Jesus Christ and accomplished through regeneration by the Holy Spirit.

· We believe that the Holy Spirit indwells believers, empowering them for godly living, service and witness.

· We believe in the unity of all believers in the Church, the body of Christ.

· We believe in the resurrection of the saved and the lost, the saved unto eternal life and the lost unto eternal separation from God.
Calling

· To obey the Word and will of God: to love the Lord our God with all our soul and strength and our neighbours as ourselves and to make growing disciples of all nations.
Purpose
· Sharing God’s love through aviation and technology.
Vision

· Isolated people physically and spiritually transformed in Christ’s name.
Values

Impact

We value ministry that transforms lives and multiplies the effectiveness of those we serve, seizing opportunities to serve the living God in a fast-changing world.

Witness

We value Christ-like behaviour in the way we work and relate to one another and to those we serve. We have respect and care for all people and have compassion for those in need. We are sensitive to cultural differences and have a servant attitude.

Excellence

We value integrity, professionalism, safety and competence in all areas and believe that all our work should honour and glorify Christ.

Partnership

We value the strength and diversity that co-operation and collaboration bring and partner with those who share our beliefs and values.

Stewardship

We value the wise use of our resources and carefully balance the benefits of investments with the costs involved.

Care

We value the personal and spiritual wellbeing of our people. We respect, care and pray for one another.

Mission Aviation Fellowship UK 1st Floor Castle House Castle Hill Avenue FOLKESTONE Kent CT202TN 

Tel: 01303 850950 Fax: 01303 852800 

A Company limited by guarantee, Registered in England number 3437446,
Registered Charity Number, England and Wales: 1064598
Registered Charity Number, Scotland: SC039107









