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EMPOWERING LOCAL COMMUNITIES




	Reference Number:

P&OA 0721 FORMTEXT 

	Title of Post: Projects & Administration Officer 


PERSONAL DETAILS

	Surname:  

     
	Title:

     

	First Names (in full):

     
	Previous Surnames:

     

	Address:

     
Post Code: 

     
	Telephone No (including std code): 

     
Mobile Telephone No: 

     
E-mail Address: 

     
National Insurance Number:

     


ELIGIBILITY TO WORK IN THE UK

Do you require a permit to work in the EU?

 Yes  FORMCHECKBOX 
              No  FORMCHECKBOX 

If yes, please give details.

     
REFEREES

	Please name two referees, one of whom must be your current or most recent employer, who have knowledge of your work and who are in a supervisory/managerial capacity.  (Please note that referees will not be contacted until an offer of employment has been made). 

	Name: 
     
Occupation:

     
Address:

     
Post Code: 

     
Telephone Number:

     
Email:
	Name:

     
Occupation:

     
Address:

     
Post Code: 

     
Telephone Number:

     
Email:


Professional Qualifications and REGISTRATIONS
Please detail University Degrees, Professional Qualifications and / or Current Professional Registrations.
	Awarding Body
	Description
	Date Awarded

	
	
	


EMPLOYMENT HISTORY

PRESENT POST (If unemployed – most recent post)

	Name and address of present employer

     
Address:

     
     
     
Post Code: 

     

	Date appointed 

(DD/MM/YY)             

	Present salary per annum

£      


	
	Job Title and Grade        



	
	Department / Work Location      


	
	Period of Notice Required      


	Please give reason for leaving. Also indicate leaving date (if applicable):

     

	Principal Duties 

     


EMPLOYMENT HISTORY

PAST EMPLOYMENT
	Name of Previous 

Employers and dates Position(s) held
Day/Month/Year - Day/Month/Year 
	Title of Position(s) Held
	Principal Duties of Post(s) Held and Reasons for Leaving

	
	
	


Please provide details of any other employment by continuing on a separate sheet if necessary.

DEMONSTRATING YOUR RELEVANT EXPERIENCE AND QUALIFICATIONS

The following sections ask you to outline how you meet the essential criteria and desirable criteria (where relevant) which will be used by the panel when shortlisting. You must clearly demonstrate how you meet each criterion giving relevant examples and providing full details of any relevant qualifications with the grade / level obtained. If you fail to fully complete each shortlisting criterion, the shortlisting panel will find it difficult to assess your application form and may be unable to invite you to interview. The shortlisting panel will not make assumptions as to your qualifications, experience, circumstances, skills and/or knowledge. See Guidance Notes within the Candidate Information pack for further details.
Essential Criteria 1
5 GCSEs at Grade C or above including Mathematics and English Language or equivalent.


Essential Criteria 2
A minimum of 2 years demonstrable experience delivering high quality projects & administrative support to include the use of financial management software products, design & management of spread sheets and databases, the maintenance of accurate records and diary management


Essential Criteria 3
Demonstrable experience of acting as a point of contact responding to client/customer queries, providing information as required and an ability to work pro-actively using initiative and professionally deliver a programme of work


Essential Criteria 4
Excellent IT (to include the use of the Microsoft Office suite, Internet and email facilities) and administration and finance skills.


Essential Criteria 5
Excellent oral and written communication skills and good listening and analytical skills


Essential Criteria 6
Ability and willingness to travel throughout the country to meet the requirements of the post and to work some evenings and weekends with occasional overnight stays to meet the requirements of the post


	Desirable Criteria 1

	An understanding of social, economic and urban/rural regeneration and community development and a commitment to the values and aims of Development Trusts NI 




	Desirable Criteria 2

	Experience of contributing to the production of information materials/resources such as newsletters, emails, web content, or other similar materials




	Desirable Criteria 3

	Experience of contributing to income generation and fundraising




	Desirable Criteria 4

	Experience of developing and/or delivering training




	Desirable Criteria 5

	Accredited Financial Management Qualification (Chartered Institute Management Accountants; Institute of Accounting Technicians or similar)






ADVERTISING

	Please indicate how you became aware of this vacancy:

Job Centre                                          FORMCHECKBOX 


	Website
www.communityni.org                      FORMCHECKBOX 



	Other Method                                     FORMCHECKBOX 

(Please specify)                                      

     


PERSONAL DECLARATION

	I declare that to the best of my knowledge the information given is honest and accurate. I understand that any wilful misstatement or omission renders me liable to disqualification or, if appointed, to dismissal.

I understand that the appointment is subject to receipt of satisfactory references, t, the verification of qualifications required for the post (as per the personnel specification).
I hereby give consent for the information on this form to be collected, stored and processed in accordance with the provisions of the Data Protection Act 1998.
Signature:________________________________    Date:________________




Completed hard copy or electronic versions of the application form will be accepted. 

Please return all applications as follows:

Hardcopy Applications

Development Trusts NI
109/113 Royal Avenue

Belfast, BT1 1FF
Hardcopy applications will be accepted up until 17.00pm on 02/08/2021
Electronic Applications:

Electronic applications will be accepted up until 23.59 on 02/07/2021 and should be submitted to info@dtni.org.uk
Please note that, to ensure equality of opportunity for all applicants:

•
CVs, letters, or any other supplementary material in place of, or in addition to, completed application forms will not be accepted;

•
Applicants should complete the application form in typescript or legible handwriting in black ink;

The deadline for return of applications is Monday 02nd August 2021
For more guidance when completing your application form please refer to the applicant information pack.
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