Job Application Form

	[bookmark: _GoBack]Complete in full and forward application to the School’s Human Resource Department at hrrecruitment@ishcmc.edu.vn, or directly to our Head of School at Mr. Adrian Watts at AdrianWatts@ishcmc.edu.vn.

If you have ever been charged and convicted of a child related offence anywhere, you will not be eligible to work for Cognita or in any Cognita school.  Cognita and its Schools are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.  To be considered for employment at a Cognita School, pre-employment background checks are mandatory.
	

Applicant’s 
photo



CONFIDENTIAL
	[bookmark: Text1]Applied Job Title:      

	[bookmark: Text2]Other Desired Jobs (if applicable):      

	Where did you see the post advertised?
	[bookmark: Text3]     

	Surname
	[bookmark: Text4]     

	Title 
	[bookmark: Text5]     

	First name(s)
	[bookmark: Text6]     

	Home of Record
	[bookmark: Text7]     

	
	[bookmark: Text8]     

	Current Address
	[bookmark: Text9]     

	
	[bookmark: Text10]     

	Email address
	[bookmark: Text11]     

	Telephone
	[bookmark: Text12][bookmark: Text13]Home phone:                                            Cell phone:       

	Have you ever been employed by the International School 
Ho Chi Minh City? 
	[bookmark: Check1][bookmark: Check2]Yes |_|  No  |_|

	
	

	If so please provide more details
	[bookmark: Text15]     

	
	[bookmark: Text16]     

	Are you related to or have close relations with employees in a school or regional office that belong to the Cognita Group? 
	Yes |_|  No  |_|

	
	

	If so please provide details, including name
	     

	
	     



REFEREES 
	Please give the name, postal address, email address and occupation of three referees for Academic posts, or two referees for Support posts. One should normally be your present employer.

	1
	[bookmark: Text17]     

	
	[bookmark: Text18]     

	
	[bookmark: Text19]Relationship to referee:      

	
	[bookmark: Text20][bookmark: Text21]Email address:                                                                    Phone:      

	
	[bookmark: Check3][bookmark: Check4]May we contact this referee without further authority from you?  Yes |_|  No |_|

	2
	[bookmark: Text22]     

	
	[bookmark: Text23]     

	
	[bookmark: Text24]Relationship to referee:      

	
	[bookmark: Text25][bookmark: Text26]Email address:                                                                   Phone:      

	
	[bookmark: Check5][bookmark: Check6]May we contact this referee without further authority from you?  Yes |_|  No |_|

	3
	[bookmark: Text27]     

	
	[bookmark: Text28]     

	
	[bookmark: Text29]Relationship to referee:      

	
	[bookmark: Text30][bookmark: Text31]Email address:                                                                    Phone:      

	
	[bookmark: Check7][bookmark: Check8]May we contact this referee without further authority from you?  Yes |_|  No  |_|



EDUCATION EXPERIENCE
	Educational qualifications (list in chronological order from secondary school onward) 

	Name of  Institution
	Dates from/to
	Full or part-time
	Subjects studied
	Qualifications obtained (include grades)

	[bookmark: Text32]     

[bookmark: Text37]     

[bookmark: Text42]     

	[bookmark: Text33]     

[bookmark: Text38]     

[bookmark: Text43]     
	[bookmark: Text34]     

[bookmark: Text39]     

[bookmark: Text44]     
	[bookmark: Text35]     

[bookmark: Text40]     

[bookmark: Text45]     
	[bookmark: Text36]     

[bookmark: Text41]     

[bookmark: Text46]     

	Other relevant training and development experience/courses (if appropriate)

	Where undertaken
	Dates from/to
	Full or part-time
	Topic/subject 
	Qualifications obtained. (if applicable)

	[bookmark: Text47]     

[bookmark: Text52]     
	[bookmark: Text48]     

[bookmark: Text53]     
	[bookmark: Text49]     

[bookmark: Text54]     
	[bookmark: Text50]     

[bookmark: Text55]     
	[bookmark: Text51]     

[bookmark: Text56]     



EMPLOYMENT SUMMARY
	You may continue on a separate sheet if necessary

	Employer
	Dates 
	Full or part-time
	Post title and nature of duties
	Salary
	Notice period
	Reason for leaving

	Current post
[bookmark: Text57]     



	
[bookmark: Text58]     
	
[bookmark: Text59]     
	
[bookmark: Text60]     
	
[bookmark: Text61]     
	
[bookmark: Text62]     
	
[bookmark: Text63]     



	Employer
	Dates
	Full or part-time
	Post title and nature of duties

	Previous Employment 

[bookmark: Text64]     

[bookmark: Text68]     


	


[bookmark: Text65]     

[bookmark: Text69]     
	


[bookmark: Text66]     

[bookmark: Text70]     
	


[bookmark: Text67]     

[bookmark: Text71]     



ACADEMIC POSTS ONLY
	Educational Philosophy Statement
[bookmark: Text72]     

	Please provide a list of publications and research grants gained. You may continue on a separate sheet if necessary, or refer to your CV. A current CV may be submitted in addition to the application form.
[bookmark: Text73]     



RELEVANT EXPERIENCE AND SKILLS
	Using the person specification to guide you, please give details of any experiences and skills with which you feel are relevant to the post.  Include a description of your duties in your present role, if appropriate. You may continue on a separate sheet if necessary.
[bookmark: Text74]     







I hereby authorise Cognita or Cognita schools or other authorised 3rd party, to conduct any necessary background checks or obtain references to determine my suitability for employment. Background checks may include police and criminal checks, child protection or working with children checks, financial and credit checks, and other types of verification.

I authorise any persons contacted by Cognita or Cognita schools or other authorised 3rd party to provide any relevant information regarding my qualifications, employment history and background, and I release all such persons from any and all claims for providing such information.  I authorise Cognita to share my resume, application and related documents with its affiliated organisations.  

I understand that my personal information will be collected, used and retained for assessing my suitability to assume the job duties of the position and to determine preliminary remuneration and benefits package subject to the selection for the position.  Cognita or a Cognita school may retain my personal information and job application for future recruitment purposes.  My application may be transferred to a subsidiary or associate companies during this period for consideration of employment. 

I understand that nothing contained in this application or conveyed during any interview, is intended to create an employment contract or constitute any promise for employment.  I understand that if employed, I will be required to provide satisfactory proof of identity and supporting documents.  I understand that any misrepresentation or omission of facts or failure to provide the necessary supporting documentary proof may result in rejection of this application; or if hired, result in immediate termination of employment.  

[bookmark: Check9]|_|  I have read and fully understand this employment application, and I seek employment under these conditions.
[bookmark: Check10]|_|  I have attached a copy of relevant educational certificates and transcripts/mark sheets in support of my application.
|_|  I have attached a resume in support of my application



Signature: ________________________________

Full name: (Please Print) ___________________________________

Date: _______________________



