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Application Form for Administrative and Executive Posts

	Notes for Applicants
1. This application form should be completed in block letters and submitted via e-mail at hrojob@cityu.edu.hk or by post to the Human Resources Office, City University of Hong Kong, Tat Chee Avenue, Kowloon, Hong Kong.  Please use a separate sheet for further details and explanations where necessary.
2. Please ensure that all parts in the form are completed accurately.

3. Do not send any copies of academic certificates/qualifications. Successful applicants will be required to produce originals for photocopying by the University in due course.
4. All information provided will be treated in STRICT CONFIDENCE and used for appointment and other employment-related purposes by the University. It may be disclosed to personnel, departments or agencies authorised to process the information for purposes relating to appointment. Information of unsuccessful applicants will be destroyed after the recruitment exercise when no longer required.

5. Your application will not be considered if you fail to provide all information as requested.
6. For correction of or access to personal data after submission of this application, please contact the subject officer of the Human Resources Office and quote the reference of the post applied for.
	For Office Use

	
	Ref. No.
Acknowledged
Shortlisted/Rejected
Interview
Pre-employment Test
Result

	Post applied for       
	Advertisement Ref. No.

     

	Department        
	


I. Personal Particulars
	Surname        
	Given Names        

	Name in Chinese (if any)        
	Title  * FORMCHECKBOX 
Prof.   FORMCHECKBOX 
Dr.   FORMCHECKBOX 
Mr.   FORMCHECKBOX 
Mrs.   FORMCHECKBOX 
Ms.   FORMCHECKBOX 
Miss 

	Date of Birth (dd/mm/yyyy)       
	Place of Birth        

	* FORMCHECKBOX 
Passport  FORMCHECKBOX 
H.K. Identity Card No.
     
	E-mail        
Fax        

	Telephone No.:  Office       
	Home       
	Mobile
     

	Correspondence Address        

	     

	Residential Address (if different from the above address)        

	     


II. Educational Background (in reverse chronological order)
	Dates (month/year)
	School/College/University Attended
	Full- or Part- Time
	Qualification Obtained (Certificate, Diploma, Degree, etc. In the case of Degree, specify classification and field of study)
	Date of Award (dd/mm/yyyy)

	From
	To
	
	
	
	

	     
	     
	     
     
	     
	     
     
	     

	     
	     
	     
     
	     
	     
     
	     

	     
	     
	     
     
	     
	     
     
	     

	     
	     
	     
     
	     
	     
     
	     

	     
	     
	     
     
	     
	     
     
	     


* Please put “ x ” in the box whichever is applicable.
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III. Professional Qualifications (in reverse chronological order)
	Name of Professional Institution
	Award (grade or class of membership of professional bodies)
	How Obtained
(e.g. by examination/ election)
	Date of Award (dd/mm/yyyy)

	     
     
     
     
     
	     
     
     
     
     
	     
     
     
	     

	     
     
     
     
     
	     
     
     
     
     
	     
     
     
	     

	     
     
     
     
     
	     
     
     
     
     
	     
     
     
	     

	     
     
     
     
     
	     
     
     
     
     
	     
     
     
	     

	     
     
     
     
     
	     
     
     
     
     
	     
     
     
	     


IV. Technical, Professional or Occupational Training (including apprenticeship, articleship, correspondence courses, etc.) (in reverse chronological order)
	Dates (month/year)
	Title and Description of Course/Training

(Please also give the name of the training organization)
	Award Received

	From
	To
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V. Full Employment Record to Date (in reverse chronological order)
	Dates (month/year)
	Name and Address of Organization, and Nature of Business
	Full- or Part- Time
	Title of Position Held and Nature of Duties

	From
	To
	
	
	

	     
	     
	     
     
     
     
	     
	     
     
     
     

	
	
	
	
	

	     
	     
	     
     
     
     
	     
	     
     
     
     

	
	
	
	
	

	     
	     
	     
     
     
     
	     
	     
     
     
     

	
	
	
	
	

	     
	     
	     
     
     
     
	     
	     
     
     
     

	
	
	
	
	

	     
	     
	     
     
     
     
	     
	     
     
     
     

	
	
	
	
	


VI. Further Details of Present/Most Recent Employment

	Present/Last Basic Monthly Salary:
      
	Incremental Date (if applicable): 
     

	Details of Allowances, Bonuses and Fringe Benefits: 
     
Period of notice of resignation required by present employment (if applicable):
      
Earliest date available if appointed: 
     
Please state your expected salary: 
     


VII. Other Information

	Other pertinent information (e.g. relevant activities and pursuits, etc. For fresh/recent graduates, please give details of extracurricular activities at university/college and official positions held in student union/associations/clubs.)

	     
     
     
     

	If you are closely related to any employees of City University of Hong Kong (e.g. relative, close friend, former colleague, etc.), please state their names, positions and relationships to you.

	Name
	Position and Department
	Relationship:
	Relatives

	
	Others
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VIII. Referees

	Three referees, one of whom should be able to comment on your academic and the other two (including your present employer) on your professional suitability for appointment.

	Name
	Title of Position Held
	Name and Address of Organization
	Tel. No./Fax No./ E-mail Address
	Relationship

	     

	     
	     
     
     
     
     
	     
     

	     

	     
	     
	     
     
     
     
     
	     
     

	     

	     
	     
	     
     
     
     
     
	     
     

	     

	We may write to your present and previous employers if it is decided to invite you for interview.  If you wish us to give you prior notification before approaching your present employer, please put “ x ” in the box  FORMCHECKBOX 
.  To facilitate the University to obtain the reference reports, please complete the authorization below:
I hereby authorize City University of Hong Kong to obtain information relating to my professional competence, work performance and employment record from my present and previous employers.


	
	

	Date:
	     


	Signature :


	

	

	* FORMCHECKBOX 
Passport /
	

	 FORMCHECKBOX 
H.K. Identity Card No.:
	     
	
	
Name
	:
	     

	

	
	
	
	
	
	
	

	Notes to Internal Applicants:
	In the process of considering your application, the recruiting department may approach your serving department for seeking reference.


IX. Declaration

	I declare that the information given in this application is correct and complete to the best of my knowledge. I understand that if I knowingly give false information or withhold any material information, City University of Hong Kong has every right to rescind any verbal/written offer of appointment and I will be liable to dismissal if I am eventually appointed by City University of Hong Kong.

	Date:
	     


	Signature :


	

	

	
	


* Please put “ x ” in the box whichever is applicable.
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