Fairtrade Africa- Application Form for employment
Fairtrade Africa is committed to protecting your personal information and processing it fairly, lawfully, and transparently.
The information you provide in this application will be used solely for recruitment and selection purposes.
Your personal information will be processed for the purpose of:
· assessing your suitability for employment; 
· communicating with you regarding your application; 
· conducting reference, qualification, background and right-to-work checks where applicable; 
· complying with legal and regulatory obligations. 
Your information will only be accessed by authorised Fairtrade Africa employees and, where necessary, approved recruitment partners.
Application records will be retained in accordance with Fairtrade Africa's Recruitment Data Retention Policy and applicable data protection legislation.
You have the right to request access to your personal information, request correction of inaccurate information, request deletion where legally permissible, restrict processing, object to processing in certain circumstances, and lodge a complaint with the relevant data protection authority.
Fairtrade Africa is an equal opportunity employer committed to diversity, equity and inclusion. We welcome applications from suitably qualified candidates from all backgrounds.
For questions relating to the processing of your personal information, please contact:
Email:
HR@fairtradeafrica.net and/or recruitment@fairtradeafrica.net
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1. EDUCATION, QUALIFICATIONS AND TRAINING
Please give details of secondary school/college/university attended, dates and qualifications gained.  
	School/College/University
	Qualifications gained
	Dates	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(add rows as necessary)				

2. LICENSE, PROFESSIONAL SKILLS, TRAINING, MEMBERSHIP, AND RECOGNITION
List professional memberships/licenses, certifications e.g. (typing/keyboard, computer skills, formal and on-line training), and other skills and abilities you consider relevant to the position. 

	
· 
· 
· 
·  




















3. PREVIOUS EMPLOYMENT
Include all work experience, paid and voluntary. Start with your present or most recent work experience. When describing work, list specific duties/responsibilities and accomplishments. Include supervisory responsibilities and the number of employees supervised. Go into as much detail as possible for work experience that directly relates to the advertised position. Include all periods of unemployment and the reason.

	Dates of Employment 
From- To 
	Employers name, 
Location,
Nature of Business 
	Job Title, Summary of Duties and Achievements/Experience 

	Reason for leaving or wanting to 
Leave

	












	
	
	

	














	
	
	


(add rows as appropriate)








4. COMPETENCIES, KNOWLEDGE AND SKILLS
Please describe the competencies and knowledge which you will bring to this job. Please use this to detail your experience and skills in relation to the person specification attached to the job. 
	COMPETENCIES, KNOWLEDGE AND SKILLS

	




























5. FURTHER INFORMATION IN SUPPORT OF YOUR APPLICATION
Please explain why you are applying for this post and what interests you in working for Fairtrade Africa.
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6. REFERENCES

Fairtrade Africa will only contact referees with your permission once an offer has been made; current employer shall only be contacted once you have accepted our offer 

Please give the details of three referees (one of whom must be your current or most recent supervisor), and the capacity in which they know you. (Family and relatives cannot provide references)
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Name of Co.	     		
Address:	     		
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	7. If offered the position, when could you take up employment?
     
_____________________________________________________________________
8. What is your expected salary range?
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9. Please provide the following information
Do you currently have the legal right to work in the country where this position is based?
☐ Yes							☐ No
If not, will you require employer sponsorship/facilitation?
☐ Yes 							☐ No





10. Languages Spoken

List your languages, the appropriate competency levels, and your primary/first spoken/native language using the language standards below. You may only identify one primary/first spoken/native language.

Language Indicators:
[image: ]

1

Level I = Basic Knowledge
Level II = Good Working Knowledge
Level III = Fluent
Level IV = Professional Translator/Interpreter







	Language
	Speak
	Read
	Write
	Primary Language (Y/N)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




11. Signature and Certification
I certify that the information provided in this application is true, complete and accurate to the best of my knowledge. I understand that providing false or misleading information may result in the withdrawal of an offer of employment or termination of employment.
I acknowledge that Fairtrade Africa will process my personal information for recruitment purposes in accordance with its Recruitment Privacy Notice and applicable data protection legislation.

Applicant’s Signature: ___________________      Date: __________________

12.  Data Retention Statement
Your application information will be retained for up to 12 months after completion of the recruitment process unless a longer retention period is required by law or with your consent to being considered for future opportunities.

13. Consent for Future Vacancies
☐ I consent to Fairtrade Africa, retaining my application for consideration for future vacancies for up to 12 months.
☐ No, please delete my information once this recruitment process is complete.




Declaration of Conflict of Interest
To maintain a fair, transparent and impartial recruitment process, Fairtrade Africa requires all applicants to disclose any actual, potential or perceived conflict of interest.
Do you have a personal, family, professional, financial or business relationship with any Fairtrade Africa Employee, Board member, consultant, supplier or service provider that may influence—or reasonably be perceived as influencing—this recruitment process?
☐ No, I have no conflict of interest to declare.
☐ Yes, I wish to declare a conflict of interest.
If yes, please provide details:
Name of the person or organisation: ____________________________
Nature of the relationship or interest: _________________________
Additional relevant information: _______________________________
Disclosure of a relationship or interest will not automatically disqualify you from consideration. The information provided will be treated confidentially and used solely to assess and appropriately manage any conflict of interest in accordance with Fairtrade Africa’s policies and applicable data-protection requirements.
Applicant’s Declaration
I confirm that the information provided above is complete and accurate to the best of my knowledge. I undertake to disclose promptly any actual, potential or perceived conflict of interest that arises or becomes known to me during the recruitment process.
Applicant’s name: ___________________________________________
Signature: _________________________________________________
Date: ______________________________________________________




Fairtrade Africa Equal Opportunities Policy
Fairtrade Africa is committed to providing equal employment opportunities. Employment decisions are based solely on merit, qualifications, competencies and organisational requirements. We do not discriminate on the basis of race, colour, ethnic or social origin, nationality, sex, gender identity, sexual orientation, disability, age, religion or belief, marital or family status, pregnancy, HIV status, or any other characteristic protected by applicable law.
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