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Application Form For Clerical, Technical and Research Support Positions


Position applied for  :  ________________________________________________________


Department/Unit  :  ______________________________ Ref. no.  : ____________________

NOTES FOR APPLICANTS

(1) All information given in this form will be treated in STRICT CONFIDENCE.

(2) The information provided in this sheet will be used for appointment to the Lingnan University and other employment-related purposes (e.g. for departmental review, announcement of new appointments).  It may be provided to any internal/external assessors where applicable, authorised by the University to process the information for purposes relating to appointment at the University.

(3) Information provided by unsuccessful candidates will be destroyed after the appointment exercise has been completed.
I
PERSONAL PARTICULARS





	Surname

	Given name(s) in full




	Title: *Dr./Mr./Mrs./Miss/Ms.
	Name in Chinese
(if any)
	*Hong Kong I.D. Card / Passport no.



	Date of birth
(DD / MM / YY)
	Nationality

	Correspondence address



	Residential telephone no.

	Office telephone no.
	Mobile phone no.

	Email address 

	Private fax no.

	Language spoken/written
	IT skills
(if any)


II

EDUCATION & ACADEMIC/PROFESSIONAL QUALIFICATIONS (in reverse chronological order)

	Date (Month/Year) 

From / To
	Name of educational / 

professional institution
	Qualifications &
awards obtained
	Date issued

	
	
	
	


III
RESULTS IN PUBLIC EXAMINATIONS (in reverse chronological order)

	Year


	Exam
	Subjects and Grades



	
	
	


* Please delete whichever is inapplicable.

IV
WORKING EXPERIENCE (in reverse chronological order)

	Date(Month/Year)

From / To
	Name of employer
	Position
	Full-time/

Part-time
	Scope of responsibilities

	
	
	
	
	


V
DETAILS OF PRESENT/MOST RECENT EMPLOYMENT

	Basic salary (last salary if currently unemployed)


	No. of months paid per year

	Next incremental date (if applicable)


	Allowances & fringe benefits



	Notice period required by present employer


	Earliest date available if appointed




VI
REFEREES

	Notes:

(a) The University will seek confidential reference on you once you are shortlisted for further consideration.  Please provide details of two referees whom the University can invite to comment on your suitability.  For positions requiring relevant working experience, one of your referees should have knowledge of your recent employment experience.

(b) Unless otherwise specified, consent is deemed given by the applicant to the University to approach the above referees whenever appropriate without prior notification to the applicant.  Please also inform your referees that such consent has been given by you.



	Name 
	
	Relationship :
	

	Organisation :
	
	Position :
	

	Telephone:
	
	Fax/Email address:
	

	Address:
	

	

	Name:
	
	Relationship :
	

	Organisation :
	
	Position :
	

	Telephone:
	
	Fax/Email address:
	

	Address:
	

	


VII
DECLARATION

	I declare that the information given in this application form and, if applicable, my resume is correct and complete to the best of my knowledge.  I understand that if I wilfully give false information or withhold any material information, Lingnan University has every right to rescind any verbal/written offer of employment and I shall be liable to disciplinary actions, if applicable.

____________________________________                                          __________________________________

             Applicant's signature                                                                                              Date


For information of the University, please tick the source from which you learned about this vacancy.

( South China Morning Post         
( Career Times 
( Ming Pao
( University Webpage
(  Others (Please specify: _______________________________________)
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