Herts for Learning Ltd                     


Job Application Form
Post applied for:       _______HR Advisor_____________________    Job reference:  __HFL1300_______ 
PLEASE COMPLETE THIS FORM IN BLACK TO FACILITATE PHOTOCOPYING

You are requested to complete this form (using supplementary sheets if there is insufficient space for any entry). 
All sections must be completed.

PERSONAL DETAILS (block capitals please)
	Surname/Family Name:
Hicks
	Preferred Title:
Miss

	First Name(s):
Clair
	Previous Surname(s):

	Home Address: 
	

	73 Merrick Close
	Email: clair.hicks@hotmail.co.uk

	Great Ashby
	Telephone (Home): 07939 651 659

	Stevenage
	Telephone (Work): 

	Post Code: SG1 6GH
	Telephone (Mobile): 07939 651 659


CURRENT OR MOST RECENT EMPLOYMENT
	Employer’s Name:
Serviceline



	Department/Section:
HR

	Address:
Maxwell Road, Stevenage, Herts, SG1 2DW

	Job Held:
Senior HR Advisor
	Grade:
N/A
	Salary:
£39,000

	Date Started:12/09/2016
	Are you still employed?            Yes

	If YES, amount of notice required:
1 month
	or, if NO, the date employment ended:

	Brief description of the main duties of your job:

	· First line support for ER queries and guide Senior Managers and Directors through processes and policies 
· Handle all ER cases on all levels (including all administration) to ensure consistency to policy and procedure

· Manage and administer long term sickness cases

· Manage and update all policies and processes including company handbook

· Timely and accurate advice on HR topics including performance management, discipline and grievance, absence, policy and procedures;
· Policy writing, review and updating at regular intervals
· Work with the MD to manage business strategy for Serviceline
· Create, administer and manage recruitment for the business, including recruitment drives
· Manage the induction process for all new starters, including temps
· Implementation and continuously maintain the new HR system for the business (People HR)

· Manage the administration of People HR 
· Arrange and provide HR Training for new line managers and refresher training

· Manipulate data and compile complex reports into ‘simple’ data using pivot tables and trackers for monthly board meetings
· Complete Gender Pay Gap reviews
· Engage and support staff through concerns, questions or issues at work.

· Implement and administer engagement schemes for outstanding colleagues (Above and Beyond)

· Implement and administer Long Service awards for colleagues. Ensure all colleagues right to work is correct and up to date with no exceptions
· Create induction plan for new starters that evolves for each starter to the business
· Update company policies in procedures to ensure they are in line with current legislation
· Assist the management of rolling out GDPR to the business, including training colleagues, and holding personal documents and providing third parties with protected documents

· Manage and administer all elements of the employee lifecycle

· Manage vetting and security passes for high security customers
· Assist the end to end payroll, including day to day payroll and annual payroll audits and pension contributions

· Directly manage Training Administrators day to day activities
· Ensure engineer qualification process is adhered and administered correctly, ensuring that no colleague’s certificate expires



PREVIOUS EMPLOYMENT DETAILS

Please list all your previous jobs with dates to the nearest month starting with the most recent. (You should include all periods of work experience, work placements or voluntary work and periods when you were not in employment)
	From
MM/YY
	To
MM/YY
	Name and Address of Employer
	Job Title
	Reason for Leaving

	09/16
04/16
01/11
03/10
10/09

08/08

	Present
09/16

03/16

01/11

03/10

10/09
	Serviceline, Maxwell Road, Stevenage
Blue Square, Tate house Watermark Way Hertford
Tesco Maintenance, Shire Park, Welwyn Garden City

Randstad Education, Luton

Redundancy period

FQR (Threshers), Shire Park, Welwyn Garden City
	Senior HR Advisor
HR People Partner

Trainee People Partner (equivalent to HR Advisor) 

HR Assistant

HR Administrator
	Current employer
Resignation (Ethics of company)

Resignation (Progression)

End of fixed term contract

Redundancy (Company in administration


EDUCATION/QUALIFICATIONS
Please give details of your education including any professional qualifications, starting with the most recent attained

	Dates Attended

From / To
	Name(s) and Address(es) of Secondary School/College/
University or other
	Qualifications gained

(State:level/grade/date achieved)

	2016-2017
2015-2016
2005-2008

	CIPD level 5, NHC Stevenage
CIPD level 3, NHC Hitchin

University of Hull, Scarborough, North Yorkshire
	Pass
Pass

BA Hons, Tourism Management (Business) 2:1


	Do you have Eligibility to work in the EU?    Yes/
	Do you have any visa restrictions?                No

	Would you classify yourself as having a long term disability, physical or mental impairment?             No

	If yes, do you require any assistance should you be invited for interview?


	Do you have any convictions, cautions, reprimands or final warnings that are not “protected” 
as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 
(as amended in 2013) by SI 2013                                                                                                          No

	Do you hold a full valid UK driving licence? (this is a requirement for specific roles)                             Yes


LEISURE INTERESTS 
Please state briefly what your main leisure interests are, particularly where these are relevant to the work for which you are applying.
	


MEMBERSHIP OF PROFESSIONAL BODIES
	Name of Institute/Professional Body
	Current Level of Membership (e.g. corporate)
	Membership Number

	CIPD
	Associate Member
	45163447

	Please give details of your involvement with these bodies (e.g. attendance at meetings)


	training updates, Employment Law updates, networking events


TRAINING AND DEVELOPMENT 
Please include details of any training (e.g. courses, seminars) and development (special projects, personal development courses) relevant to your application. Also include how you keep your job skills up to date.

	ACAS online training

ACAS employment Law training
I regularly attend ACAS training as a standard to keep up to date on HR related topics



REFERENCES
Please give the names, addresses and status of two referees. One of whom must be your present or most recent employer.  References from friends or relatives are not accepted.
It is company policy to seek references wherever possible at shortlisting stage.  Please state whether you are in agreement and give Herts for Learning permission to contact your referees before interview?                 No
	1) Name: HR Department/ Hazel Tavernier

	Status:

	Address: Maxwell Road, Stevenage, Herts SG1 2DW
	Current Company

	
	

	
	

	Telephone: 01438 363 061
	Email:ht@service-line.co.uk or hr@service-line.co.uk

	
	

	2) Name:
HR Department, Blue Square
	Status:

	Address:, Tate house Watermark Way Hertford
	Previous Company

	
	

	
	

	Telephone: 01992 305 169
	Email: HRIS@bluesquare.uk.com


If you are known to the referees by another name (e.g. previous name) please inform them of your present name and advise that we may be in contact.

	Where did you learn of this vacancy?
 Reed.com

	Are you a relative or partner of any employee of Herts for Learning? 
	No

	If yes, please give details: 


	Has someone else completed this form on your behalf? 
	No

	If yes, please provide the person’s name and an explanation:
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	DECLARATION

I certify that the information given above and overleaf is correct to the best of my knowledge. 

I understand that an offer of appointment will be subject to satisfactory references, DBS clearance, proof of identity and right to live and work in UK, medical checks and relevant qualifications. 

I give consent for personal information provided as part of this application to be held in accordance with the Data Protection Act 1988.

I accept that if any of the enclosed information is found to be untrue or misleading after my appointment, I may be liable for dismissal without notice.

	Signature:
Clair Hicks
	Date:

25/7/19


CRIMINAL RECORDS CHECK - DISCLOSURE & BARRING SERVICE (DBS)


From 1st December 2012, the Criminal Records Bureau (CRB) will merge with the Independent Safeguarding Authority (ISA) to form the Disclosure & Barring Service (DBS) and new disclosure certificates received by the Council will be branded DBS. If you are appointed, you will be required to complete a disclosure application that will be sent to the DBS. The DBS will provide a report to you and to the local authority on whether you have any history of criminal convictions, including cautions and bind-overs. All posts in Schools are exempt from the Rehabilitation of Offenders Act 1974; this means that you must declare all convictions, including those that would generally be regarded as ‘spent’. The existence of a criminal background does not automatically mean that you cannot be appointed but it may do so.





THE IMMIGRATION, ASYLUM AND NATIONALITY ACT 2006


In accordance with the Immigration, Asylum and Nationality Act 2006, the Governing Body will require new members of staff to provide documentary evidence that they are entitled to undertake the position applied for/have an ongoing entitlement to live and work in the United Kingdom. Therefore, on offer of and before commencing a position, candidates should provide documentary evidence of their right to live and work in the UK
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