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Title

Full name

Full address

 

Postcode

PERSONAL DETAILS

National Insurance No. 

Application Form 
Admin Assistant 

CONTACT DETAILS

Home Telephone No.

Mobile Telephone No.

Email

Please tick the box if you consent to us contacting you by e-mail.     

PRESENT POST / MOST RECENT

Present Employer 

Current Post 

From

Reason for Leaving 

Brief description 
of duties and 

responsibilities

To



THE FFALD Y BRENIN TRUST | PONTFAEN, FISHGUARD, PEMBROKESHIRE, SA65 9UA | 01348 881 419 
admin@ffald-y-brenin.org | ffald-y-brenin.org | Charity Reg No. 1148032 | Company Reg No 08070275

Provider Course Title Date

PRESENT POST / MOST RECENT

Termination Notice

Previous Employers Previous Posts From To Reason for Leaving

PREVIOUS APPOINTMENTS AND EXPERIENCE OR ATTACH A CV 

PLEASE INDICATE WHICH DAYS YOU HAVE AVAILABLE: 

Monday          Tuesday         Wednesday         Thursday          Friday       

NOTE ANY OTHER EMPLOYMENT YOU WOULD CONTINUE WITH IF YOU WERE 
SUCCESSFUL IN OBTAINING THIS POSITION

RELEVANT TRAINING
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School, College, University, 
Apprenticeship etc.

Subject Qualifications 
and Grade

MOST RECENT EDUCATIONAL AND VOCATIONAL QUALIFICATIONS

Under the Immigration, Asylum and Nationality Act 2006 The Ffald y Brenin Trust has a 
responsibility to ensure that only those legally entitled to live and work in the United Kingdom 
(UK) are offered employment. In observing this Act you will need to produce documentation 
which confirms your entitlement.

IF YES, WHAT IS THE EXPIRY DATE?

DO YOU NEED PERMISSION TO WORK IN THE UK?

No            Yes

IF YES, IS IT TIME LIMITED?

No            Yes
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THIS IS YOUR OPPORTUNITY TO EXPLAIN WHAT YOU MIGHT BRING TO THIS POST.
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DISCLOSURE OF OFFENCES

You may be asked to disclose details of all convictions or charges outstanding of all offences or 
alleged offence(s) including driving offences.  However, it is not necessary for you to disclose any 
conviction which is spent. If you inadvertently disclose a conviction, which is regarded as ‘Spent’ it will 
be ignored. 

If the post you are applying for includes working with vulnerable adults (regulated activity) the post 
is classed as an exempt post under the Rehabilitation of Offenders Act 1974 and it will be subject to a 
Disclosure & Barring check.  You must therefore disclose any convictions, bind-over orders, cautions 
or charges pending, whether current or spent.  Failure to disclose this information is a criminal offence 
and could result in dismissal, disciplinary proceedings or rejection of your application.               
                                                                            
Do you have any convictions, reprimands or final warnings that are not “protected” as defined by the 
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2014 by SI 2013 1198).

Note that a criminal record will not necessarily disqualify you from working for Ffald y Brenin.  This will 
depend on the nature of the job and the circumstances and background of your offenses.

If you fail to give us relevant information or give false information this may result in any offer of 
employment being withdrawn or if already in employment, disciplinary action and dismissal as per 
the relevant policies.

Ffald y Brenin may contact the Disclosure and Barring Service before confirming appointment to post, 
do you give your permission for the Ffald y Brenin Trust to do that?

No            Yes

No            Yes
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If you currently work for Ffald y Brenin then you are asked to give the name of your Line Manager.

Note below name and full address of ONE Referee if you currently work for Ffald y Brenin and TWO 
Referees (not relatives) if you don't currently work for Ffald y Brenin.  If you don't currently work for 
Ffald y Brenin, ONE of your referees should be your present or most recent employer.

REFEREES

1. Name and Address 2. Name and Address

Telephone Telephone

Email Email

Ffald y Brenin may contact this referee
prior to interview

Ffald y Brenin may contact this referee
prior to interview

Are you related to a Trustee or employee of Ffald y Brenin?

If yes, please give details.

RELATIONSHIPS

No            Yes
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Ffald y Brenin collects this information for the purpose of recruitment and appointment and uses 
this information because it is necessary for employment purposes.  This form will be kept for a 
maximum of 12 months following the recruitment process.  If your application is successful, Ffald y 
Brenin will use your personal information for the purpose of administering your employment.

DATA PROTECTION LEGISLATION

I understand that providing false or deliberately misleading information on this form could lead to an 
offer of employment being withdrawn or employment terminated.

I declare to the best of my knowledge and belief that the information I have given in applying for this role 
at Ffald y Brenin is true and accurate.

Please return the application form to the attention of Mr John Clifford, Ffald-y-Brenin, Pontfaen, 
Fishguard, Pembrokeshire, SA65 9UA by Monday 5th October 2026. Or email John@ffald-y-brenin.org 

Interviews to be held: Thursday 15th October 2026

IMPORTANT NOTES FOR CANDIDATES

DateSignature of applicant
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