
Relevant / Professional Qualifications

Date
Qualifications

Attained
Awarding
InstitutionFrom

Jan 2016 Jun 2017 Singapore Chartered
Accountant Qualification

Institute of Singapore
Chartered Accountants

To

List of Applicants

Fair Hiring 101 is an infographic series to support your organisation in
the journey towards building fair and merit-based workplaces.

Be objective: Only collect information
directly related to the job requirements.

Knowledge

Skills

Qualifications

Experience

What Objective Information Should You Collect?

How Can You Collect Information Fairly?

FAIR HIRING 101
A Guide to Job Application Forms:

Collecting Information Fairly for Shortlisting

Relevant Skills / Knowledge

Skill / Knowledge Years of
Experience

Proficient in Xero and
SAP accounting software

7

Examples / Details

Efficiently used software to accurately
reconcile up to 50 accounts monthly

Job Application Form

Other Information

Personal Information

Have you been / are you suffering from any mental conditions?
If yes, please give details. 

Recent Photograph of Applicant

Job Application Form

Age :

Date of Birth (DD/MM/YY) :

Gender :

Marital Status :
(Single / Married / Others)

Family Responsibilities :
(if any)

Disabilities :
(if any)

If you need any personal information or details 
before the job offer, state the job-related reason 
clearly in the form.

Exercise due care and diligence when collecting 
sensitive and/or personal information

Be familiar with the requirements of 
different jobs in your company

Communicate the reason for collecting personal 
information and scope it only for roles that require it

Review the form periodically to ensure that questions/fields 
that are not related to the job requirements are removed

Additional points to
note when collecting
information

Find out more about creating a fair job application form here.

Employment History

Date
Firm/ Institution
[In chronological

order]
Position Held

From

Jan 2020 Dec 2023 ABC Pte Ltd Finance
Executive

Key
Responsibilities

Review and verify company expenses
Prepare annual budgets and forecasts

To

Highlights a candidate’s relevant competency areas that will help them excel in the job

Address :

Name :

Position Title :

Postal Code :

Contact No. :

Email :

What Makes a Job Application 
Form Discriminatory?

Answer: When you collect 
information or details related 
to personal attributes.

A fair job application form will enable you to assess and shortlist candidates 
objectively, increasing the chances of hiring the best person for the job.

https://www.tal.sg/tafep/employment-practices/recruitment/job-application-forms

