CONFIDENTIAL

APPLICATION FORM

Allbright Group of Solicitors

Instructions: what you have to do

Please complete this application form carefully, taking account of what you know about The Allbright Group of Solicitors (www.allbrightsolicitors.co.uk), the work that you would be expected to do and the knowledge, skills and other abilities that we will be assessing. You should bear in mind the criteria which will be applied in making our selection of candidates which are listed below.
Your application should be typed or completed clearly in black ink.  You can e-mail the completed form to us, by sending it to Lyndsay@whitedalton.co.uk

Please do not feel compelled to fill every corner of every space. Only include information which you think we will find important.  Where we impose a limit on the number of words to be used, any text which exceeds the stated maximum will be disregarded.  

Please make sure you give references. We may ask for a Criminal Records check and disclosure of your NI records to check your working history. Any of your former employers may be approached. We are not looking for an entirely spotless personal history but we do insist on absolute honesty and integrity.

Note: We operate a continuous recruitment cycle, with main recruitment taking place in the summer. We are always looking for suitable employees to join our team.

We are committed to equal opportunities and diversity and aim to select candidates solely on merit irrespective of race, ethnic or national origin, nationality, citizenship, sex, sexual orientation, marital status, age, religion, political persuasion or disability. In some of the positions a full motorcycle licence is required unless for genuine physical reasons you cannot pass the test. 

To those whom we do not select

We regret that we are unable to enter into correspondence with rejected candidates.  You will be advised if you have made it through the initial sift. Those who are successful at the first sift will be invited to interview. Thereafter remaining candidates will spend a minimum of one full day with us at a date to be agreed as a "look at life".

As a matter of courtesy we would like to be able to answer each letter individually.  As a matter of practicality, however, we cannot.  We simply do not have the time or resources to enter into individual correspondence with unsuccessful candidates.
	Our criteria: what we are looking for



We only offer positions to those candidates who we think have the potential to become full members of our team. We are looking for people who share our passion and dedication to providing quality representation to our clients.  We are keen to recruit bright independent-minded people, who thrive on hard work, have the ability to be self-starters, are keen to learn and, perhaps most importantly of all, have something to offer us.

The qualities we look for are

· Tenacity. You will be dealing with opponents who are fundamentally opposed to what you are trying to achieve. You will need to show determination, focus and practicality. 

· Impact – being articulate, confident and perceptive.

· Intellect/Intelligence – including the ability to rapidly absorb complex information and identify essentials.

· Advocacy and presentation skills – ability to clearly present an argument orally and fight the client's corner.

· Written skills – ability to prepare clear, precise and accurate written work.

· Motivation/Capacity for hard work – level of drive and determination; conscientiousness, commitment to a career in law.

· Ability to deal with people – our clientele is wide, incorporating various lifestyles and life choices you may find odd. 

· Common sense and sound judgment – including the ability to remain pragmatic and practical.

· Integrity – being honest and straightforward.
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Application Form (Fee-earner)

	Please complete this application form in black ink or type for ease of copying.


If you have any difficulties in completing this form please contact us on 01296 664056. Please complete the equal opportunities monitoring form which is treated as strictly confidential and which is NOT seen by the shortlisting panel.
	Part 1: Personal Information

	Title: Mr / Mrs / Miss / Ms

Other (specify)
	Forename(s):


	Surname:



	Home Address:
	Correspondence Address: (if different)



	Home Telephone:

Work Telephone:

May we contact you at work?     Yes / No
	Fax Number:

E-mail:

May we contact you by e-mail?   Yes / No
	Please confirm if you hold any of the following:

Car Licence?                 Yes / No
Motorcycle Licence?     Yes / No

	If you are not a UK national you may not be eligible to work in the UK without a Work Permit, or a Right to Work Visa.

Please indicate if you require:                        A work permit:          Yes / No                                A right to work visa:        Yes / No


	Part 2: Education and Training


Please provide details of all qualifications (A level or equivalent onwards) achieved to date or, if earlier, to the date of commencement of your BVC/LPC year. (For BVC and LPC details, see Section 4 below.) In the case of a law qualification or CPE course currently being undertaken, please provide a breakdown of your grades.
	Institution
	Dates
	Qualification obtained
	Date awarded
	Class/
Grade

	
	From
	To
	
	
	

	
	
	
	
	
	

	Part 3: Career History


Please give details, in chronological order, of any employment which you have had. You can, if you wish, include vacation work and work experience placements such as mini-pupillages, work placements or marshalling.
	Dates
(from/to)
	Name & address of employer
	Position held
	Summary of main duties
	Reason for leaving if applicable

	
	
	
	
	

	Please use additional sheet if required

	Part 4: Bar Vocational Course / Legal Practice Course


Please answer every question, even if only to say that it is not applicable.
	4.1 Please indicate whether:
a) You have already completed the

b) You are currently undertaking the 

c) You have a place on a forthcoming course

d) You have applied for a place on a forthcoming course

BVC

LPC

 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 





	4.2 

When did/will you commence your course?   .............................................   When did/will this finish?  .............................................   

	4.3 Please give a breakdown of heads studied & grades achieved to date:




	Part 5: Knowledge and experience of law


Please give information which demonstrates your current knowledge and experience of law, including any post qualification experience. (Maximum 175 words)
	

	Please use additional sheet if required

	Part 6: Preferred areas of work


Please outline the areas of law in which you would like to work and give reasons for your choice. (Maximum 125 words)
	

	Please use additional sheet if required


	Part 7: Your Interests


Please tell us about your interests, whether or not they are connected with the law. (Maximum 175 words)
	

	Please use additional sheet if required


	Part 8: Further information


In no more than 500 words please tell us why you think we should select you to be one of our team.  So far as possible, try to assess and demonstrate your own experience and capabilities against our criteria for selection.
	

	Please use additional sheet if required


	Part 9: Health Declaration


What absences from work or study through sickness have you had in the last 2 years?
	Total days absent   ...........................................................
	Number of occasions   ...........................................................

	If you have any medical condition which will need to be taken into account during the recruitment process then please inform the HR Manager on 01296 664056


	Part 10: Criminal Records

	Do you have a criminal record?    Yes / No 

If yes, please provide details:

	Part 11: References


Please give names and addresses of at least two people (other than relatives or friends) with knowledge of you and your work to whom professional reference can be made. One MUST be an academic referee. For overseas referees please ensure an email address is included where available. Any offer of employment will be made subject to suitable references.
	May we approach your present employer for a reference before interview?

   SHAPE  \* MERGEFORMAT 


 Yes                SHAPE  \* MERGEFORMAT 


 No

	Academic referee

	Name and title:
	Full address:

	Position held:
	

	Telephone:
	

	Fax:
	E-Mail: 

	Other / Employer referee

	Name and title:
	Full address:

	Nature of contact / Position held:
	

	Telephone:
	

	Fax:
	E-Mail:

	Other referee

	Name and title:
	Full address:

	Nature of contact
	

	Telephone:
	

	Fax:
	E-Mail:

	Part 12: Declaration


· You are required to sign the declaration below certifying that all the information you have provided is accurate.

· The firm may wish to check any of the details you have provided.

· Providing incorrect information or deliberately concealing any relevant facts may result in disqualification from the selection process or, where discovery is made after an appointment, in summary dismissal.

· Where submitting the form electronically you should just type your name in the "Signature" box.

	I declare the information on this form is correct and I have omitted nothing that, to the best of my knowledge, might affect this application.

Print Name ..............................................................................................................
Signature ..............................................................................................................
Date ........................................................



	When completed please forward to:
Lyndsay James
Allbright Group of Solicitors
Victor House
Pitstone Green Business Park
Westfield Road
Pitstone
Leighton Buzzard
LU7 9GU
Fax: 01296 662852
E-mail: Lyndsay@whitedalton.co.uk



	Confidential: Equal Opportunities Monitoring Form


We are committed to developing positive policies to promote equal opportunities in employment and prohibiting unlawful discrimination on the grounds of sex, marital status, race, colour, national or ethnic origin, disability, sexual orientation, age and religion. In order to ensure that these policies are being followed, and for no other purpose, all applicants are asked to provide the following information, which will be treated in the strictest confidence and will not form part of the selection process.
	Name
	Date of birth:

	Male /Female
	

	What is your Nationality?  ................................................................................................................
What is your ethnic group?
Choose ONE section from A to E, then tick the appropriate box to indicate your ethnic background (these ethnic categories reflect the 2001 census).

A. White

 SHAPE  \* MERGEFORMAT 


  British               SHAPE  \* MERGEFORMAT 


  Irish

 SHAPE  \* MERGEFORMAT 


  Any other White background, please write in  ................................................................................................................
B. Mixed

 SHAPE  \* MERGEFORMAT 


  White and Black Caribbean                    SHAPE  \* MERGEFORMAT 


  White and Black African

 SHAPE  \* MERGEFORMAT 


  White and Asian

 SHAPE  \* MERGEFORMAT 


  Any other Mixed background, please write in  ................................................................................................................
C. Asian or Asian British

 SHAPE  \* MERGEFORMAT 


  Indian        SHAPE  \* MERGEFORMAT 


  Pakistani        SHAPE  \* MERGEFORMAT 


  Bangladeshi

 SHAPE  \* MERGEFORMAT 


  Any other Asian background, please write in  .................................................................................................................

D. Black or Black British

 SHAPE  \* MERGEFORMAT 


  Caribbean                           SHAPE  \* MERGEFORMAT 


  African 
 SHAPE  \* MERGEFORMAT 


  Any other Black background, please write in  .................................................................................................................

E. Chinese or other ethnic group

 SHAPE  \* MERGEFORMAT 


  Chinese
 SHAPE  \* MERGEFORMAT 


  Any other ethnic group, please write in  ..........................................................................................................................

Disability

Do you consider yourself to be disabled?

If yes, please give details  ..................................................................................................................
Caring Responsibilities

Do you have any caring responsibilities? (e.g. young children, dependant relatives)

If yes, please give details  ..................................................................................................................



CONFIDENTIAL

DATA PROTECTION ACT 1998 NOTICE

FOR APPLICANTS FOR LAWYERS POSITIONS AT

ALLBRIGHT GROUP OF SOLICITORS

	1 Nature of the act


The Data Protection Act 1998 concerns the provision and use of personal information by organisations and individuals. It provides in relation to personal information held about individuals that:
· The data must be held only when necessary;

· The fact that data is held should be known to the individual;

· The reasons for holding the data should be explained to the individual; 

· The data should be accurate;

· The data should be shown to third parties only with the individual’s permission or with justification;

· Subject to some exceptions, the data must be available for the individual’s inspection;

· The individual may request amendment or destruction of the data.
	2 Data held by us


We must hold and process data relating to applicants in order to carry out its selection process and comply with our Code of Conduct, to comply with health and safety and other laws and regulations, and to ensure the security and well-being of staff and students.  Data on applicants will not be held for any longer than is necessary to carry out these objectives and, in any event, for not longer than 1 year without advising you in advance.
	3 Conditions of application


It is a condition of all applications for positions at Allbright that applicants agree that, where relevant for the purposes mentioned above, the following data may be retained and used in accordance with the Data Protection Act 1998:

· Personal details

· Photographs (if provided) 

· Financial information

· Academic marks

· Appraisals

· References

· Disciplinary information

· Information relating to criminal offences or convictions

· Religious belief

· Information on interests and hobbies

· Information on ethnic origin (for Equal Opportunities monitoring)

· Dietary requirements

· Information on disability

· Information relating to health

· Any other information which you provide to us, or which is provided to us by others on your behalf or in relation to your application

CONFIDENTIAL

ALLBRIGHT GROUP OF SOLICITORS
	How did you hear about us?


We would be very grateful if you would let us know how you heard about us. 
This information will only be used for monitoring and statistical analysis and will not be passed on to selectors.
	Name:
	Vacancy Ref: LB/003

	Advertisment

 SHAPE  \* MERGEFORMAT 


  Times

 SHAPE  \* MERGEFORMAT 


  Other, please specify ....................................................................................................................

Presentation, please specify ..............................................................................................................

Handbook, please specify ..................................................................................................................

Website, please specify ......................................................................................................................

Bar Council, please specify ...............................................................................................................

Word of mouth, please specify ..........................................................................................................

Other, please specify ..........................................................................................................................




