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Ref: ________  

APPLICATION FORM

OFFICE, DATA, AND FINANCIAL ADMINISTRATOR
Please ensure that the information you provide shows how you meet the essential criteria as outlined in the Person Specification in the information pack. 
The completed application form should be emailed no later than 5pm on 7 February 2025 to: 

Liz.cutler@wrda.net . 
Interviews will be held week beginning 17 February 2025.
Please complete in black ink or typescript.
PERSONAL DETAILS
	Surname

	Forename


	Address
Postcode
	Telephone No (daytime)
Telephone no (evening)
Mobile No


	
	Email address:



	Please indicate the period of notice in current employment required (if applicable): …………………………..



	Are you able to work flexible hours?
Yes  (  No  (


EDUCATION

	Subjects and qualifications gained



	


Professional training/qualifications

	Course/qualification
	Organising body



	
	


EMPLOYMENT HISTORY
Present Employment (if any)

	Name of present employer

(or last employer)



	Post held



	Duties of post



	Date appointed


	Date left
	Present salary


Please detail any other work experience, starting with most recent post and work backward (continue on a separate sheet if necessary)
	Dates
	Employer’s name and address
	Job title and overview of responsibilities


RELEVANT EXPERIENCE TO THE POST

Using the Person Specification, please demonstrate how your knowledge, experience, skills, and competencies help you meet each of the criteria (continue on a separate page if necessary).

	ESSENTIAL SELECTION CRITERIA

	Qualification
Hold a Level 2 qualification or equivalent and a minimum of one years’ relevant experience* providing administrative support in an office environment.

OR

Two years’ relevant experience* providing administrative support in an office environment.

 *Relevant experience must include experience in:

· Data entry, retrieval and analysis
· Dealing with telephone enquiries;

· Monitoring and ordering office materials etc;

· Organising meetings and taking minutes

	Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	Knowledge and Experience

	Experience of working with internal and external stakeholders, eg funders, community facilitators etc in a confidential and professional manner. Please demonstrate giving examples.

Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	Proficient in the use of Microsoft Office applications including Outlook, Access, Word and Excel.  Please provide examples of how and what you have used these packages for and your level of knowledge.
Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	Experience of working on own initiative and working effectively as part of a busy team. Please demonstrate giving examples. 
Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	Experience of organising meetings and recording minutes.  Please demonstrate giving examples.
Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	Knowledge of data protection principles. Please demonstrate giving examples.

Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	Skills and Abilities

	Ability to deal with members of the public and staff at all levels both face-to-face and over the telephone in a helpful, friendly and understanding manner.  Please demonstrate giving examples.
Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	Ability to cope under pressure and remain in control in difficult/stressful situations.  Please demonstrate giving examples.

Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	Ability to deliver high levels of accuracy with attention to detail.  Please demonstrate giving examples.

Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	The ability to work to and meet tight deadlines and to effectively prioritise own workload.  Please demonstrate giving examples.

Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	Effective organisational and administrative skills Please demonstrate giving examples.

Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	Other Requirement

	Commitment to WRDA’s ethos and values.

Please refer to the person specification and provide details of how you meet the above essential criteria. Max 300 words



	DESIRABLE SELECTION CRITERIA


	Experience using Moodle and Monday.com. Please demonstrate giving examples.

Please refer to the person specification and provide details of how you meet the above desirable criteria. Max 300 words



	Use of Xero accounting software. Please demonstrate giving examples.

Please refer to the person specification and provide details of how you meet the above desirable criteria. Max 300 words



	Experience in organising events.  Please demonstrate giving examples.

Please refer to the person specification and provide details of how you meet the above desirable criteria. Max 300 words




VOLUNTARY SERVICE OR COMMUNITY WORK

Please give details of any voluntary service or community work that you have undertaken on an unpaid or voluntary basis to date which helps meet the criteria outlined in the Person Specification.  Max 500 words
	


Please give details of any other relevant information you feel will support your application.  Max 500 words
	


REFERENCEES

Please give the names and addresses of two people who would be willing to act as a referee (one should be your most recent employer).  Please note that references will not be taken up prior to interview.

	Name


	Name



	Organisation


	Organisation

	Address


	Address

	Postcode


	Postcode

	Telephone number


	Telephone number

	Position


	Position



	Capacity in which known


	Capacity in which known


Are you eligible to work in the UK
Yes  (
No  (
You will be required to provide documentation to support this claim (under Section 8 of the Asylum and Immigration Act 1996) if offered the post.


Under the Disability Discrimination Act 1995 a person is considered to have a disability if he/she has or has had a physical or mental impairment which has a substantial and long-term adverse effect on his/her ability to carry out normal day-to-day activities.

Do you consider that you meet this definition of disability?  Yes  (  No  (
If yes, please state the nature and effects of your disability:



We will try to provide access, equipment or other practical support to ensure that people with disabilities can compete on equal terms with non-disabled people.

Do we need to make any special arrangements in order for you to attend the interview?  Yes  (
No  (
If yes please give details:




	DECLARATION

Please ensure you sign and date this declaration before returning your application form.



	DATA PROTECTION ACT DECLARATION: The information on the application form will be held and processed in accordance with the requirements of the Data Protection Act 1998.
I understand that the information is being used to:

· Process my application for employment;
· Form the basis of a computerised record on the recruitment system for processing purposes;

· Form the basis of a manual job file with other application forms and will be used for processing;

· If appointed, form the basis of a manual and computerised employment record.



	I declare that the information provided on this form is true and complete to the best of my knowledge and belief.  I understand that any false or omitted information may result in dismissal or other disciplinary action if I am appointed.

Signature: 
Date:

Please note, all information received will be dealt with in confidence, consistent with our commitment to safeguard vulnerable adults.




This completed application form will be kept securely for one year following submission or one year after terminating employment.

Where did you see this post advertised: ________________________________________________

Please email your completed application form by 5pm on 7 February 2025 to: liz.cutler@wrda.net 
6 Mount Charles, Belfast BT7 1NZ


Tel: 028 9023 0212   Fax: 028 9024 4363   Email: info@wrda.net
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