APPLICATION FORM

IT for Change, Bangalore

POSITION APPLIED FOR:  Office Secretary and Administrator

PERSONAL DETAILS

Name: Mr. /Ms. /Mrs.  













(First)

     (Middle)

(Surname)

Date of Birth: 
 













(Day)

    (Month)

(Year)

CONTACT DETAILS

Address for Correspondence:

Contact Number (Office)  


(Residence)  

Permanent Address

Contact Number  

Alternate Contact Number (nearest Kin) 

E-MAIL: 

EDUCATION DETAILS


    Beginning with most recent qualification

	Course/Degree / Specialisation
	School / College / Institute Location
	Duration

From – To
	% of Marks or CGPA
	Rank

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Additional qualifications – 

            PREVIOUS EMPLOYMENT / EXPERIENCE :  (Use additional sheets if required)

	Sl.

No.
	Name of the Organisation
	Location
	Designation
	Duration
	Gross monthly salary
	Reason for leaving

	
	
	
	
	Start

Date
	End

Date
	Starting
	Final
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Please describe your role and responsibilities for each of these jobs in reverse chronological order


Current / Last Salary


Expected Salary (pa)

SKILLS/TRAINING

	a) Languages :



 

  Please tick against the language mentioned
	

	Languages Known
	Speak
	Read
	Write

	
	
	
	


b) Computer Proficiency: 


Give two references under whom you have either worked / received education from or who knows you 
professionally.

	Sl.

No.
	Name
	Nature of Acquaintance
	Position
	Address
	Telephone No. (Office & Res.)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Notice Period required

Confidential when completed


