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Attach your most recent passport-size photograph


	JOB APPLICATION FORM
Position: Senior Accounts & Admin Officer


All sections must be completed. Please do not contact Participatory Research and Action Network-PRAAN to inquire about the status of your application.

Any personal attempts at persuasion will result in disqualification.
	




	1. Application Summary 

	Applied Position
	

	Work Experience Duration
	

	Name & Address of Present Employer  
	

	Notice Period
	



	2. General Information 

	Full Name 
	

	Date of Birth (dd/mm/yyyy)
	

	Nationality
	

	Blood Group
	

	E-mail
	

	Phone/Mobile No.
	

	Facebook Profile URL 
	



	3. Contact Information

	Present address 
	

	Permanent address 
	

	E-mail
	

	Emergency Contact 
	



	4. Job Relevant Skills

	(Add your skills associated with the advertised position)





	5. Education (Highest level education first)

	Title
	Result
	Passing Year
	Subject
	Institute Name, Place

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4. 
	
	
	
	


(Add more if required)

	6. Work Experience

	Starting with your present occupation, list in reverse order each activity you have been engaged in, accounting fully for your time. Use a separate block for each period and additional sheet if necessary; otherwise, leave it blank.

	Employment History: 1 (Present Employment or Last employment)

	Start Date

	(dd/mm/yyyy)
	End Date

	(dd/mm/yyyy)
	☐     Full Time 
☐     Part Time

	Name of Employer
	

	Job Title
	

	Annual Gross Salary
	

	Reason for Leaving
	(Briefly Describe)


	Major 
Responsibilities
	(Not More than 5 bullet points) 
1.   
2.   
3.   
4.   
5.   

	Major Accomplishments
	(Not More than 5 bullet points)
1.   
2.   
3.   
4.  
5.   

	Employment History: 2 

	Start Date

	(dd/mm/yyyy)
	End Date

	(dd/mm/yyyy)
	☐     Full Time 
☐     Part Time

	Name of Employer
	

	Job Title
	

	Annual Gross Salary
	

	Reason for Leaving
	(Briefly Describe)


	Major 
Responsibilities
	(Not More than 5 bullet points) 
1.   
2.   
3.   
4.    
5. 

	Major Accomplishments
	(Not More than 5 bullet points)
1.   
2.   
3.   
4.   
5.  

	Employment History: 3

	Start Date

	(dd/mm/yyyy)
	End Date

	(dd/mm/yyyy)
	☐     Full Time 
☐     Part Time

	Name of Employer
	

	Job Title
	

	Annual Gross Salary
	

	Reason for Leaving
	(Briefly Describe)


	Major 
Responsibilities
	(Not More than 5 bullet points) 
1.   
2.   
3.   
4.   
5.  

	Major Accomplishments
	(Not More than 5 bullet points)
1.   
2.   
3.   
4.    
5. 


(Add more if required)

	7. Computer Proficiency

	Skill
	Professional 
	Confident 
	Average
	Beginner

	1. MS Word
	☐  
	☐  
	☐  
	☐     

	2. MS Excel/Spreadsheet
	☐
	☐
	☐
	☐     

	3. Tally Software (if other, specify name……………………………)

	☐
	☐
	☐
	☐     

	4. HR Software (specify name……………………………)
	☐
	☐
	☐
	☐     



	8. Professional Proficiency

	1. (Briefly indicate the computer packages that you normally use in your professional role)

	

	2. Do you have experience preparing these documents/managing tasks? If so, briefly describe the types and specify the roles and organizations where you did this.

	a) Balance Sheet
	☐     Yes
☐     No
	

	b) Bank Reconciliation
	
	

	c) Budget Variance
	☐     Yes
☐     No
	

	d) Asset Management
	
	

	e) Trial Balance
	☐     Yes
☐     No
	

	

	f) Are you a part of any formal/informal networks, organizations, voluntary organizations? If yes, please name the network/organization/platform and specify your role/engagement there.

	

	g) Any other relevant skills not listed here and you want us to know:

	

	

	9. Language Proficiency

	Language
	Professional 
	Confident 
	Average
	Beginner

	1. 
	☐
	☐
	☐
	☐

	2. 
	☐
	☐
	☐
	☐


(Add more if required)

	10. Job-Specific Questions

	1. Can you explain why you believe you are an ideal candidate for this role? [200 words max.]

	

	2. Describe a work environment where you feel you would be most productive and happy. [200 words max.]

	

	

	11. Language Proficiency

	Language
	Professional 
	Confident 
	Average
	Beginner

	1. 
	☐
	☐
	☐
	☐

	2. 
	☐
	☐
	☐
	☐



	12. Professional References

	General Information
	Reference 1
	Reference 2
	Reference 3

	Name
	
	
	

	Designation
	
	
	

	Organization Name
	
	
	

	Phone/Mobile
	
	
	

	E-mail
	
	
	

	Relation
	
	
	



	13. Questionnaire (Mandatory to complete)

	Are you now, or have you ever been, a permanent civil servant in your government’s employ? If the answer is Yes, please share details:

	☐     Yes  ☐     No
	Start date
	(dd/mm/yyyy)
	End date
	(dd/mm/yyyy)

	Have you ever been arrested, indicted or summoned into court as a defendant in a criminal proceeding, or convicted, fined, imprisoned or placed on probation in connection with such a proceeding, or have you ever been arrested or required to deposit bail or collateral for the violation of any law or regulation, civil or military (excluding traffic violations)? If the answer is Yes, please share details:

	☐     Yes   ☐     No
	

	Have you ever been subject to disciplinary proceedings or measures during your current or previous employment?  If the answer is Yes, please share details:

	☐     Yes   ☐     No
	

	Will you accept assignments that involve working in the field across the country under different conditions while employed at PRAAN?

	☐     Yes    ☐     No



	14. Confirmation and Consent 

	Accuracy Of Content
	The content of this application is accurate and contains no false information. 
	☐     Yes
☐     No

	Education Information
	You provide complete consent and authorize PRAAN to contact each educational institution listed in this application to conduct a background and reference check. Information received from your educational institutions will be handled with confidentiality.
	☐     Yes
☐     No


	Work Experience 
	You grant full consent and PRAAN to contact your current and previous employers, including your current supervisor, to verify work experience and professional references. Information obtained from your employers will be handled with confidentiality.
	☐     Yes
☐     No


	
Submitting false information, misrepresentation, or providing falsified documentation is considered serious misconduct. This may result in application rejection or, if already employed, lead to dismissal.


	☐ I consent to all the preceding as part of the process of evaluation of my application.

	Full Name
	


	Signature
	

	Date
	(dd/mm/yyyy)
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