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JOB APPLICATION FORM 


HANDICAP INTERNATIONAL – PAKISTAN

	Office Use Only
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recruitment@hi-pakistan.org (For Islamabad Positions Only)
recruitment1@hi-pakistan.org
(For KPK & AJK Positions Only)

recruitment2@hi-pakistan.org
(For Sindh Positions Only)
	

	Date received:

Received CV Y/N:

Reviewed by:


	Interview Y/N:

Contacted Y/N:

Date of interview:
	
	


This application form is an important part of Handicap International recruitment process.  Please complete it as fully as possible, In Block Letters. 
Any application without this form entirely fulfil will not be handle by HR department.
Successful applicants will be invited to an interview, normally held in Islamabad- Makli offices. Handicap International is not able to reimburse expenses incurred in attending interviews.  

Handicap International Pakistan reserves the right to check candidates’ police records before accepting them or offering them employment.  

1.  CONTACT INFORMATION

	Legal Name: *
	

	Email:
	

	Mobile Phone:
	
	Home Phone:
	

	Postal Address:
	
	Other contact address (e.g. permanent residence)
	


* Legal Name: Name mentioned on your national identity card.
2. PERSONAL INFORMATION

	Father’s Name
	

	Gender:
	
	Date of Birth: *
	

	Domicile:
	
	CNIC #:
	

	Marital Status:
	
	Dependents:
	


* Please write down your birth month in words e.g. 14 – Aug - 1990

3. CAREER HISTORY

	Position Applied For:
	

	Work / Travel  Destinations:
	


Please write down your work experiences detailing responsibilities and achievements in your career to date.
	Employment summary:  Please provide the specific details requested and record any gaps in your employment history, including career breaks, travel etc.  Do not write “Refer to CV”. 

	Dates:
	Organisation:
	Job title:
	Location:
	Reason for leaving:

	From:
	To:
	
	
	
	

	
	
	
	
	
	


4.  QUALIFICATIONS & TRAINING

	Post-school qualifications:  Please provide professional Education, Diplomas, Certification details where appropriate in reverse chronicle order.  If selected for interview you will be asked to bring copies of your qualification certificates with you.

	Dates:
	Institute/Organisation: 
	Course Title/ Qualification

	From:
	To:
	
	

	
	
	
	


	Training courses attended: (preferably relevant to this application)

	Dates:
	Institute/Organisation: 
	Course Title/ Qualification: 

	From:
	To:
	
	

	
	
	
	


4. COMPETENCIES

Please rate your experience and expertise on each competency on a scale of 1 (basic) to 5 (advanced).  If you have no experience in a particular area, leave it blank.

	A. Financial management:
	Rating:

(1-5)
	B. Computers and IT: 
	Rating:

(1-5)

	1. Book-keeping and cashiering 
	
	1. Word processing 
	

	2. Implementing financial controls
	
	2. Spreadsheets 
	

	3. Project/programme accounting
	
	3. Accounting software (please specify)
	

	4. Budgeting and budget monitoring
	
	4. Other IT skills such as programming ability and IT support 
	

	5. Managing donor funds 
	
	
	


	C. General management: 

	1. Supervising and leading teams
	
	3. Training and developing people
	

	2. Conflict management 
	
	4. Managing projects/ programmes
	


	D. Other relevant competencies:

	1. Office administration
	
	4. Stock control 
	

	2. Organisational development
	
	5. Other logistics 
	


	Languages:   Rate your language skill according to your ability in the following languages, as follows:

M. Mother Tongue; E. Excellent; P. Proficient; F. Fluent; W. Working Knowledge; B. Basic.

	English 
	
	Punjabi
	
	Sindhi
	

	Urdu
	
	Hindko
	
	Brahui 
	

	Pashto
	
	Kashmiri
	
	Shina
	

	Siraiki
	
	 Burushaski, 
	
	
	

	Other (specify)
	


5. FACTUAL PROFILE 

	Please give at least 50 words factual profile of yourself: 
This profile may be used to introduce you with us.  It acts as a summary of your career to date and should highlight your skills which are most relevant to the Social sector.

	


6. MOTIVATION

	Please explain why you want to work in the area of relief and development and to be a part of Handicap International‘s work?

	


7.  HEALTH INFORMATION 

	Please circle yes or no in each box, and provide details as appropriate: 

	Are you a Person with Disability? 
	y / n
	

	Do you need any special assistance for Interview / Job performance?


	y / n
	


8. PLACEMENT PREFERENCES

	What is the length of assignment that you would be prepared to consider?  (Please tick one box only)
	One month
	

	
	
	

	
	Three months
	

	
	Six months
	

	When are you first available to take on an assignment? 
	

	What is your notice period with your current employer?
	

	What is the minimum salary you would consider over and above living and travel expenses? (Handicap International never provides Accommodation & Transportation facilities at the Base stations)
	


9.  REFERENCES 

	Please provide the names and details of two people who have had management responsibility for you who we can contact for professional references.  Handicap International retains the right to exclude a candidate from the candidate pool/Team if their references are not of a satisfactory standard.

	Most Recent Employer

	Name:
	
	
	

	Relationship to you:
	
	
	

	Email address:
	
	
	

	Phone: 


	
	
	

	Professional Referee 2
	
	

	Name:
	
	
	

	Relationship to you:
	
	
	

	Email address:
	
	
	

	Phone: 


	
	
	

	Professional Referee 3
	
	
	

	Name:
Relationship to you:
Email address:
Phone: 


	
	  
	


10. DECLARATION 

	Do you have any personal relation with a current HI employee?
	


	I declare that to the best of my knowledge the information given in this application form is true and complete.
I also declare that currently I am not employed by Pakistan Government. I agree that in case of false information, Handicap International – Pakistan has retains the right to terminate the Job contract immediately.

 I agree that the information contained in this form may be kept by Handicap International - Pakistan in computerised and paper form, and used to match me to suitable placement opportunities.  



	Signature: ………………………………………………...               Date …………………………………….

 In-case of on-line submission, Please write your complete name instead of signature


All applications will be treated confidentially.  Should your application be successful, details of your CV and references may be shared with other organizations to facilitate your employment. 

11.  HOW DID YOU HEAR ABOUT THIS JOB? 

	Please tick if applicable
	Tick
	Please give details if applicable

	Internet
	
	Please state website:

	Newspaper
	
	Please state newspaper:

	Professional Journal
	
	Please state name of journal:

	Other NGOs
	
	Please state name of NGO:

	Word of mouth
	
	Please state name of contact:

	Employer
	
	Please state name of employer:


Please e-mail the completed form (including your CV) with the Position Applied for 
(in Subject Line) to 
For Islamabad Positions:




recruitment@hi-pakistan.org 

For KPK & AJK Positions: 




recruitment1@hi-pakistan.org 
For Sindh Positions:





recruitment2@hi-pakistan.org 

Pease visit www.hijobs.org  for the latest openings and to apply on-line.

People with disabilities are strongly encouraged to apply
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