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[bookmark: Text1]Application Form for the post of:      
	1. PERSONAL DETAILS

	Surname
	[bookmark: Text3]Thomas 
	Forname/s
	[bookmark: Text2]JANE

	Address
	[bookmark: Text4]11 Dumfries Way , Melling Mount ,Kirkby ,Liverpool

	Postcode
	[bookmark: Text5]L33 1EW

	Telephone 
	[bookmark: Text6]     
	Mobile
	[bookmark: Text8]07807114552

	Email
	[bookmark: Text7]     

	

	2. RELATIONSHIPS

	PLEASE STATE ANY RELATIONSHIP YOU MAY HAVE TO ANY MEMBER(S) OF HALEWOOD TOWN COUNCIL:
[bookmark: Text9]None
 
Candidates are reminded that canvassing will result in immediate disqualification

	

	3. EMPLOYMENT HISTORY 

	Please give the details of your employment to date, starting with your present or most recent employer and work backwards.

		Employers Name & Address 
	Dates of
employment
	Brief description of Role
	Salary/Wage
	Reason for
leaving

	[bookmark: Text10]     
	[bookmark: Text15]     
	[bookmark: Text20]     
	[bookmark: Text25]     
	[bookmark: Text30]     

	[bookmark: Text11]     
	[bookmark: Text16]     
	[bookmark: Text21]     
	[bookmark: Text26]     
	[bookmark: Text31]     

	[bookmark: Text12]     
	[bookmark: Text17]     
	[bookmark: Text22]     
	[bookmark: Text27]     
	[bookmark: Text32]     

	[bookmark: Text13]     
	[bookmark: Text18]     
	[bookmark: Text23]     
	[bookmark: Text28]     
	[bookmark: Text33]     

	[bookmark: Text14]     
	[bookmark: Text19]     
	[bookmark: Text24]     
	[bookmark: Text29]     
	[bookmark: Text34]     




	

	4. GENERAL EDUCATION 

	Please give details of schools and colleges attended since the age of 11.

		School Name & location
	Dates attended
	Qualifications obtained
	Grade

	[bookmark: Text35]Prescot Comprhension 
	[bookmark: Text40]     
	[bookmark: Text45]GCSE Geography
GCSE Physical Education 
GCSE Maths
GCSE English
	[bookmark: Text50]     

	[bookmark: Text36]Knowsley Community College
	[bookmark: Text41]     
	[bookmark: Text46]City & Guild Recreation & Leisure Studies 
	[bookmark: Text51]     

	[bookmark: Text37]Liverpool City College
	[bookmark: Text42]     
	[bookmark: Text47]BTEC Leisure HND Leisure 
	[bookmark: Text52]     

	[bookmark: Text38]    
	[bookmark: Text43]     
	[bookmark: Text48]     
	[bookmark: Text53]     

	[bookmark: Text39]     
	[bookmark: Text44]     
	[bookmark: Text49]     
	[bookmark: Text54]     




	

	5. PROFESSIONAL TRAINING

	Please give details of professional training and qualifications

		Name & location of 
Establishment / Institute
	Dates attended
	Qualifications obtained
	Grade (if applicable)

	[bookmark: Text55]     
	[bookmark: Text60]2009
	[bookmark: Text65]CIM Marketing induction 
	[bookmark: Text70]level 4 

	[bookmark: Text56]     
	[bookmark: Text61]     
	[bookmark: Text66]     
	[bookmark: Text71]     

	[bookmark: Text57]Leadership and Management 
	[bookmark: Text62]01/05/2018
	[bookmark: Text67]ILM

	[bookmark: Text72]level 4

	[bookmark: Text58]SLCC 
	[bookmark: Text63]01/05/2018
	[bookmark: Text68]ILCA- Law & Procedures 
	[bookmark: Text73]     

	[bookmark: Text59]     
	[bookmark: Text64]04/04/2025
	[bookmark: Text69]Certificate in Local Council Administration (CiLCA)
	[bookmark: Text74]     




	

	6. MEMBERSHIP OF PROFESSIONAL ORGANISATIONS

	Please give any details you consider relevant to this application.

		Name of Organisation
	Grade of
	By Qualification or Other Means
	Date

	[bookmark: Text75]SLCC
	[bookmark: Text80]     
	[bookmark: Text85]     
	[bookmark: Text90]     

	[bookmark: Text76]     
	[bookmark: Text81]     
	[bookmark: Text86]     
	[bookmark: Text91]     

	[bookmark: Text77]     
	[bookmark: Text82]     
	[bookmark: Text87]     
	[bookmark: Text92]     

	[bookmark: Text78]     
	[bookmark: Text83]     
	[bookmark: Text88]     
	[bookmark: Text93]     

	[bookmark: Text79]     
	[bookmark: Text84]     
	[bookmark: Text89]     
	[bookmark: Text94]     




	

	7. TRAINING COURSES 

	Please give details of any training courses attended which you consider relevant to this application which are not listed elsewhere on this form. 

		Course Name
	Dates attended
	Qualifications obtained
	Date

	[bookmark: Text95]Local Government Association - Local Government Pension Scheme (LGPS)
	[bookmark: Text100]30/09/2025
	[bookmark: Text105]LGPS Employer Role
	[bookmark: Text110]30/09/2025

	[bookmark: Text96]     
	[bookmark: Text101]     
	[bookmark: Text106]     
	[bookmark: Text111]     

	[bookmark: Text97]     
	[bookmark: Text102]     
	[bookmark: Text107]     
	[bookmark: Text112]     

	[bookmark: Text98]     
	[bookmark: Text103]     
	[bookmark: Text108]     
	[bookmark: Text113]     

	[bookmark: Text99]     
	[bookmark: Text104]     
	[bookmark: Text109]     
	[bookmark: Text114]     




	

	
8. OTHER RELEVANT SKILLS AND KNOWLEDGE. 
Please use this section to explain why you are applying for the job. Concentrate on how your skills and experience match those listed in the Job Description and Person Specification. Continue on a separate sheet if required.

	[bookmark: Text115]I have worked over three decades within local government, beginning with Knowsley Metropolitan Borough Council in 1989 and progressing through every level of town council work since joining Knowsley Town Council in 2014. I started as Administrative Officer, became Assistant Clerk in 2018, Deputy Clerk in 2020, and Acting Clerk in 2021 — stepping up during the previous Clerk’s long-term absence to ensure the council’s statutory functions were fully maintained. I was formally appointed Town Clerk in November 2023.
In this role, I manage the council’s administration, finances, and compliance responsibilities, ensuring smooth day-to-day operations and strong governance. I have led on the preparation of agendas, minutes, AGAR returns, internal controls, VAT claims , and budget monitoring, always aligning with the Accounts and Audit Regulations 2015 and the Practitioners’ Guide. I also provide sound procedural advice to councillors and support delivery of the council’s strategic goals.
I was awarded my CiLCA qualification on 4th April 2025, equipping me with full knowledge of the Clerk’s statutory duties and strengthening my commitment to best practice in the sector. I am confident, resilient, and deeply committed to delivering a professional and responsive service to the council and its community.


































	

	9. PLEASE STATE WHAT TYPE OF DRIVING LICENCE YOU HOLD AND DETAILS OF ANY 
	ENDORSEMENTS OR PENALTY POINTS

	[bookmark: Text116]full 





	

	10. CRIMINAL CONVICTIONS 
In order to protect certain vulnerable groups on society, there are a large number of posts and professions that are ‘exempt’ from the Rehabilitation of Offenders Act 1974. In these circumstances, organisations are legally entitled to ask applicants for details of all convictions, irrespective of whether they are ’spent’ or ’unspent’. We will not necessarily exclude you from employment if you have a criminal record. We will treat the information you provide as strictly confidential and we will only take this into account when the conviction is relevant. An enhanced disclosure from the DBS Service is required.


	DO YOU HAVE ANY SPENT OR UNSPENT CONVICTIONS? Please tick as appropriate YES ☐  NO x☐

IF YOU HAVE ANSWERED YES, PLEASE GIVE DETAILS: (date, offence and sentence)

[bookmark: Text117]  





	

	11. REFERENCES 
Please give the details of two people from whom a reference can be obtained, one of whom should be your current or last employer.

	Name
	[bookmark: Text118]     
	Name
	[bookmark: Text120]     

	Address
	[bookmark: Text119]     


	Address
	[bookmark: Text121]     

	

	12. ENTITLEMENT TO WORK IN THE UK AND DECLARATION
 
To comply with the Immigration, Asylum and Nationality Act 2006, all potential employees will be required to supply evidence of eligibility to work in the UK.
 
I confirm that the information I have provided on this form is accurate and true. I understand that canvassing of any Councillor or employee of the Town Council or giving false information will make my application unacceptable and, if appointed, may lead to dismissal.
 
	SIGNED___________________________
 
	DATE_____________________________
 
If you return this form by email without a signature, we will assume that you have accepted the declaration.
 
























Equal Opportunities Monitoring Form
	Halewood Town Council is committed to equality of opportunity and do not believe that an 
applicant’s ethnic origin, colour, religion, sex, disability, age, marital status, political or sexual 
orientation should have an effect on their suitability.
 
Please complete the following information to help us promote fairness of employment opportunity to everyone.
 
We will keep this information confidential. If your application is unsuccessful, it will be destroyed.
 

	1. PERSONAL DETAILS

	Surname
	[bookmark: Text122]  
	Forname/s
	[bookmark: Text123]Jane

	Address
	[bookmark: Text124]11 Dumfries Way, Kirkby

	Postcode
	[bookmark: Text125]L33 1EW

	Telephone 
	[bookmark: Text126]     
	Mobile
	[bookmark: Text128]07807114552

	Email
	[bookmark: Text127]thomjay@live.co.uk

	

	2. POST APPLIED FOR

	[bookmark: Text129]Town Clerk

	

	3. GENDER

	Male   ☐       Female    ☐x

	

	4. DO YOU CONSIDER YOUR SELF TO HAVE A DISABILITY
IF SO ARE THERE ANY AIDS OR ADAPTATIONS THAT WOULD ASSIST YOU IN CARRYING OUT THE DUTIES OF THIS POST OR AT AN INTERVIEW?

	[bookmark: Text130]Adhd and Dyslexia



	

	5. RELIGIOUS BELIEF 
How would you describe your religion or belief?


		Buddhist
	 ☐
	Muslim
	 ☐

	Christian
	 ☐
	Sikh
	 ☐

	Hindu
	 ☐
	No religion
	 ☐x

	Jewish
	 ☐
	Prefer not to say 
	 ☐
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