	WOMEN’S SUPPORT NETWORK

EMPLOYMENT APPLICATION FORM




Ref: No: P&R/18
ALL INFORMATION RECEIVED IS CONFIDENTIAL

	Post applied for:
	POLICY & RESEARCH OFFICER

	Where did you see this post advertised:
	


PERSONAL DETAILS

	Name:
	

	Address:
	

	
	

	Postcode:
	

	Telephone No:
	Day:                                            Evening:

	Mobile No:
	

	Email Address:
	

	Have you a full driving licence?
	Yes  □                                   
	No  □

	Do you have access to transport?
	Yes  □                                   
	No  □

	Willingness to travel NI wide
	Yes  □                                   
	No  □


EDUCATIONAL BACKGROUND

	Type only - Secondary / Grammar etc:
	Qualifications
	Results

	
	
	


FURTHER EDUCATION

	Details of Further Education:

	Dates:
	Colleges:
	Courses:                                          
	Results:

	
	
	
	


DETAILS OF ADDITIONAL TRAINING

	Accredited / Non-Accredited



	Dates:
	Courses:
	Training Provider:
	Results/Grades:

	
	
	
	


EMPLOYMENT HISTORY
List your previous employers in reverse order, starting with your current or las employer

	From - To

	Employers Name & Address:
	Job Title
	Duties:
	Salary &
Reason 

for Leaving:

	
	
	
	
	


RELEVANT INFORMATION TO THIS POST

Using the Personnel Specification, please demonstrate how you satisfy the essential and desirable criteria for this post, giving practical examples and relevant information where possible.   Please include additional sheets if necessary.
ESSENTIAL CRITERIA

	Qualification(s): 

	Educated to degree level or equivalent: 



	Experience: policy, advocacy and research

	· Collating and dissemination of information to groups using electronic and written materials.

· Preparation of publications, fact sheets and briefing papers. 

· Relevant experience in the area of social policy, responding to consultations.

· Collating and analysing information and research for reports.




	Abilities: 

	· Effective communication skills, including the ability to communicate orally and in writing, and the ability to adjust the style and content to suit medium used.

· Presentation and report writing skills.

· Ability to interpret complex information and to compile materials/papers/ reports as appropriate.

· Highly proficient in the use of Microsoft Office.

· Proficient user of the Internet for the purposes of research.




	Knowledge: 

	· Knowledge of economic and social issues affecting women living in disadvantaged areas.

· Knowledge of key strategies and policies affecting women’s centres/groups.

· Working knowledge of the Women’s Sector within Northern Ireland. 

· Working knowledge of statutory, community and voluntary sectors.

· Working knowledge of fund raising strategies.




	Qualities: 

	· Ability to work on own initiative and as part of a team.

· Ability to organise workload to achieve agreed targets and objectives.

· Ability to demonstrate sufficient mobility to carry out requirements on a Northern Ireland basis.




DISIRABLE CRITERIA
	Previous involvement in partnership or joint working projects

	


	Experience of working in a variety of settings

	


	Facilitation of focus groups and delivery of training and information sessions

	


SUPPLEMENTARY INFORMATION

Please state any further information you wish to give in support of your application including details of skills, interests or personal qualities not already mentioned that are of relevance to your application for employment. 

	


REFERENCES

	Please give the names and contact details of two persons who are willing to provide a reference for you.  They should be persons who know you (but who are not your family) and who are qualified to give an opinion about how you are suitable for this post. Preferably, one should be your current/most recent employer.  Please note; we will not contact your current employer for a reference unless and until we are prepared to offer the post to you. 


	Name:


	Name:

	Position:


	Position:

	Address:


	Address:

	Postcode:


	Postcode:

	Email:


	Postcode:



	Tel. No:


	Tel. No:

	Relationship to you:


	Relationship to you:




SPECIAL REQUIREMENTS

Please inform us about any special arrangements or adjustments that you may need us to put in place for you in the event that we invite you to interview. 
	


CRIMINAL RECORD

Please note any criminal convictions except those ‘spent’ under the Rehabilitation of Offenders (Northern Ireland) Order 1978.  If none please state.  In certain circumstances, employment is dependent upon obtaining a satisfactory disclosure of criminal records.

	


Please Note:
We are required by the Data Protection Act 1998 and GDPR (2018) to inform you how we will use any personal information that we hold either manually or on computer in relation to this application and any subsequent period of engagement. Please see the enclosed Job Applicant Privacy Notice.
This application form and any additional information you provide in support of your application will be held confidentially for a period of 6 months if you are unsuccessful.

If you are successful it will be held during the period of your employment and after your contract has expired for as long as it is necessary to meet regulatory, funding or other legal requirements. 

DECLARATION

	I declare that the information I have provided in this application is, to the best of my knowledge accurate.  I understand that the provision of false or misleading information in connection with my application or the omission of relevant information may result in rejection of my application, or instant termination of my services, if WSN has engaged me.  
I have read the Job Applicant Privacy Notice and consent to WSN to processing any personal data supplied in this application.


	Signature:  _______________________________________

Date:         _______________________________________



Please complete and return to:                    The Administrator

Women’s Support Network

2nd Floor, 109-113 Royal Avenue

Belfast, BT1 1FF
Email signed PDF to: info@wsn.org.uk

Closing date for return of Applications: Tuesday 26 June 2018 at 1.00 pm
Appointments will be subject to satisfactory References, eligibility to work in UK and verification of qualifications.
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