
Associate Name: Associate Dept & Zone: Associate No:

Shift: 

 Days              CP1 Days     CP2 Days    Engine Days       

 Blue              Red              Yellow          Green            Continental

Current Job Grade/Title: 

 GA/LA      T/L

 C1/2         C3

Internal Vacancy MR no, Dept and Grade: Closing Date:

HUM and/or Home email address (if no email, please note that all communication will be sent via the internal mail system):

Please Note:

Candidates who apply who have an appraisal rating of NI and/or have a live disciplinary will not be eligible to apply for 
internal vacancies.

If you apply for a position at a lower grade than you are currently on, your Salary and associated Terms and Conditions will be 
revised if you are successful in your application.

Horizontal Moves  
(position at the same organisational grade)

Vertical Moves  
(position at a higher organisational grade)

Successful completion of probationary period Successful completion of any job related Readiness Training, where applicable
Consistent demonstration of good work performance
Successful completion of probationary period

Internal Vacancy Application Process:

Step 1 Step 2 Step 3

Internal Application 
form to be completed 
by Associate

•  Pass to Direct Line Manager for signature and 
comments 

•  Or if you are assigned to Associate Relations, 
please return your form to that Department

•  Internal Application form to be passed 
to Recruitment by Associate and 
before the advertised closing date

•  Or if you are assigned to Associate 
Relations, they will do this for you.

Please specify if you have any time off over the next 3–4 weeks (for interview arranging purposes):

Please state the skills and experience you have to meet the requirements of the role you are applying for:

INTERNAL VACANCY APPLICATION FORM

CHR/RD/F/013/01APR12Page 1 of 2



Why are you applying for this vacancy? (Please be specific)

Based on the specific criteria required for this vacancy, how do your own skills link into the job – and what experience 
do you have that makes you suitable for the role against each criteria? 
(Please continue on a separate sheet if necessary or attach an up-to-date copy of your cv.)

Please use this space to provide any other considerations you feel are appropriate to support your application?

Direct Line Manager’s Comments (C3 or above or Associate Relations Facilitator if applicable):  
Note: Manager is signing to confirm awareness of application, not agreement to release

Direct Line Manager Name: T&A Confirmer Name (for invitation letters):

Signature: 

Date:

Associate’s Signature: 

Date:

I understand that any false statements, answers or omissions made in my application may result in my dismissal if it later 
comes to light that I have given false information.

Please Note: No Internal Applications will be accepted without Manager’s signature. It is the sole responsibility of the Associate to ensure that this 
Form is delivered to Human Resources - Recruitment.
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