Temporary Staff Bank –Skills Form
	Name:       
	Email:        
This should be a private email address and not a work/academic address (eg, not .....@exeter.ac.uk)

	Home Tel:       
	Mobile:      

	

	Emergency Contact Details:    Name                                    
	Tel:      

	
	

	
	


Availability:



        Please tick as appropriate  

Full-Time





 FORMCHECKBOX 

Part-Time





 FORMCHECKBOX 

All year round (48 weeks per year)


 FORMCHECKBOX 

Only During University Terms (30 weeks per year) 
 FORMCHECKBOX 

Only During University Vacations (please specify dates) 
 FORMCHECKBOX 

Only During School Terms (40 weeks per year)

 FORMCHECKBOX 

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	am / pm

 FORMCHECKBOX 
    FORMCHECKBOX 

	am / pm

 FORMCHECKBOX 
    FORMCHECKBOX 

	am / pm

 FORMCHECKBOX 
    FORMCHECKBOX 

	am / pm

 FORMCHECKBOX 
    FORMCHECKBOX 

	am / pm

 FORMCHECKBOX 
    FORMCHECKBOX 




If part-time, 
preferred hours of work: 

If only available in Vacations, please specify dates:      
Are you interested in permanent work?

Yes    FORMCHECKBOX 
 
No    FORMCHECKBOX 

Qualifications/Skills/Software:   
	
	
	Basic
	Intermediate
	Advanced
	

	MS Word
	PLEASE LEAVE UNTICKED IF NO SKILL OR KNOWLEDGE
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Tables  FORMCHECKBOX 
   Mailmerge  FORMCHECKBOX 
 

	MS Excel
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Multiple sheets  FORMCHECKBOX 
   Charts  FORMCHECKBOX 
 Pivot tables  FORMCHECKBOX 


	MS Access
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Data input  FORMCHECKBOX 
   Reports  FORMCHECKBOX 
   
Creating new database  FORMCHECKBOX 
 

	MS Outlook
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Web Design 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	T4  FORMCHECKBOX 
   
Creating webpage  FORMCHECKBOX 
   Updating webpage  FORMCHECKBOX 


	Graphics 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Please specify program/s      

	Finance
 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Please specify program/s      

	
	
	Book-keeping     FORMCHECKBOX 
        Payroll  FORMCHECKBOX 
          Invoicing   FORMCHECKBOX 
   Other Finance Systems:       

	PowerPoint
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	SITS
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	APTOS

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Minutes 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Shorthand
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Transcribing 

(see note)
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	This refers to transcibing of recorded material 
(eg interviews). Please specify what equipment you have
     

	IT Support
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Helpdesk Support  FORMCHECKBOX 
   Technical Support  FORMCHECKBOX 


	Library experience 
	
	     


	Research experience
	Please specify      

	Other programs / software 
	Please specify      

	Please give details of any other relevant skills
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