
APPLICATION FOR EMPLOYMENT
Completed Application Forms must be returned by: 
Midday on Monday 31st March 2025 
To: The Town Clerk, Burnham-on-Sea and Highbridge Town Council, The Old Courthouse, Jaycroft Road, Burnham-on-Sea, TA8 1LE
Email: townclerk@burnham-highbridge-tc.gov.uk
Please mark the email or envelope with STRICTLY CONFIDENTIAL – Job Application
CONFIDENTIAL

Please complete in black ink or type



Please provide details of your work experience including previous posts with your present employer, unpaid voluntary or casual work.  If you have undertaken periods of other responsibilities raising family or caring please include these as well.

	Present (or most recent) Employment

	Name and Address of Employer:
	

	Position Held
	
	Is this your current job?
	Yes / No

	Start Date
	
	Leaving Date (if applicable):
	

	Notice Required
	
	Basic Salary / Wage
	

	Other Allowances
	
	Reason for Leaving
	

	Key responsibilities and / or achievements:

	1.

2.

3.

4.




	All Previous Employment




	Name and Full Address of Employer
	Start date, leaving date, position held and main responsibilities – giving salary
	Reason for Leaving

	
	
	

	Please continue on a separate sheet if necessary



	Please give details relating to any gaps in your employment history

	



Please provide brief details of your education.  Please enter most recent first

	Name of Educational Establishment 

(School, College, University etc)
	Qualifications obtained with dates, subjects and grades

	
	


Please continue on a separate sheet if necessary


Please provide details of all training and development undertaken relevant to this post
	Training Course and Organiser/ Development Activity
	Date  and Outcome (Grade Achieved where relevant)

	
	


Please continue on a separate sheet if necessary


	Body
	Membership Type

	
	


The information provided in this section will be used to decide if you will be invited to the next stage of the selection process.  It is essential therefore that you cover the requirements listed in the person specification for the job, which are detailed below:
Copy criteria from person specification as shown below
	1.  Criterion 1 - Experience of working in a public facing environment

	

	

	2.  Criterion 2 - Excellent Customer Service and communication skills

	

	

	3. Criterion 3 - Able to work as part of a team and in a supervisory capacity

	

	

	4. Criterion 4 - Self-motivated and able to problem solve

	

	

	5. Criterion 5 - Ability to keep calm in challenging situations

	

	

	6. Criterion 6 - Ability to work flexibly, including evening and weekends

	



Please give the name and address of two people who can provide an assessment of your suitability for this post.  One of these should be your present/most recent employer.  If you have not been in paid employment since leaving full-time education please give the name of your tutor or lecturer.  Please indicate by marking clearly with as asterisk (*) if you do not want us to contact them prior to a conditional offer being made.
	Name
	Address



	Email Address if available
	

	
	
	
	

	Position Held
	
	Day Contact Number
	

	
	
	
	


	Name
	Address



	Email Address if available
	

	
	
	
	

	Position Held
	
	Day Contact Number
	

	
	
	
	


Applicant No.





Application for the post of:  Theatre Duty Officer





Employment History





Education





Training





Membership of Professional Bodies 





Knowledge and Skills





References








