Posts advertised are open to women only.  For these posts being a women is a genuine occupational requirement in accordance with Article 10 (2) (e) of the Sex Discrimination NI Order 1976 (as amended).  
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In order to comply with the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 Women’s Aid Federation Northern Ireland are required to explore the successful candidate’s suitability to work with vulnerable adults and children through ACCESS NI pre-employment screening.  

	For official use only 

Job Reference No:    
	ASW16.1

	Applicant Reference No: 
	

	Date Received:
	


Part A – Application Form
ADMINISTRATIVE SUPPORT WORKER

(Maternity Cover – Minimum 10 month contract)

Warning

Only applications which contain all the requested information including the Equal Opportunities Monitoring Form will be considered. Information in support of your application will not be accepted after the closing date for receipt of applications.
Completed applications MUST arrive no later than 12 noon on 31 March 2016.  
LATE APPLICATIONS WILL NOT BE ACCEPTED
· Please do not substitute applications with a ready made Curriculum Vitae.  

· Completed, signed applications must be submitted in paper format (i.e. posted, hand delivered or sent by courier but not faxed or emailed).  

· If there is not enough space at any section, please continue on a separate page if required indicating your name and the job reference number.  
· Please complete the form in TYPED FORMAT or CAPITAL LETTERS and BLACK INK.  
· Both Part A and Part B of this application form MUST be completed and signed by the applicant before this application can be considered.  

· Only Part A of this application will be made available to the short-listing and interview panel.  
A candidate found to have given false information or wilfully to have suppressed any material fact will be liable to either disqualification or, if appointed, to dismissal.


ADMINISTRATIVE SUPPORT WORKER

(Maternity Cover – Minimum 10 month contract)

1.0
PERSONAL INFORMATION

	NAME:  



	ADDRESS FOR COMMUNICATION: 

PERMANENT ADDRESS (if different from above):

EMAIL ADDRESS:  

E:  

Please tick this box if you are agreeable to receiving correspondence regarding your application by email instead of by post.  (Please ensure you regularly check the email address provided).  

	contact details:  (please tick preferred method of contact.)  


	TELEPHONE  NO(s) 

Home (please include STD Code): 

Work (please include STD Code):  

   May we phone you at work?              YES/NO     (Calls to business numbers will be made discreetly).    

Mob:  

 


2.0
EDUCATION

Please provide details of any qualifications you have obtained below. The successful applicant will be appointed subject to evidence provided for qualifications outlined as a requirement for the post.  

	Year
	Examining Body 
	Level of Qualifications Obtained
	Subject and modules studied 
	Marks or grade 

	
	
	
	
	


PROFESSIONAL DEVELOPMENT
Please provide details of any additional qualifications, training completed (eg. in-service courses) and professional memberships which you feel are relevant for the post you are applying for.  The successful applicant will be appointed subject to evidence provided for professional development outlined as a requirement for the post.   

	


3.0
EMPLOYMENT
3.1
Present or most recent post

	Job Title
	Employer & Nature of Business

	
	

	Current Salary
	Benefits, Pension

	
	


Period of Employment






 

From: ______________ To: ________________


3.2
Please describe briefly your main areas of responsibility:

	


4.0
PREVIOUS POSTS
	From/To 
	Name and Address of Employer 
	Position Held 
	Main Duties 

	
	
	
	


5.0
OTHER RELEVANT EXPERIENCE

Please indicate any other experience which is relevant to the post, eg. unpaid work, voluntary activities, representation on committees.

	


As part of the application process, you are required to provide specific examples of how you meet the essential and desirable criteria outlined in the Person Specification. This information will facilitate the short-listing process.  Please ensure that you complete the form in as much detail as possible. Failure to provide sufficient information/detail may mean that your application will not be shortlisted, due to a lack of information.  (Please continue on separate page if required indicating your name and the job reference number).
6.0
Essential Criteria


	


6.1
Desirable Criteria

Please ensure that you complete the form in as much detail as possible. Failure to provide sufficient information/detail may mean that your application will not be shortlisted, due to a lack of information.  (Please continue on separate paper if required indicating your name and the job reference number).
	


6.2
Why have you applied for this post? 

	


Notice Requirement

If appointed, how much notice would you require before taking up appointment?


REFERENCES

Please nominate two people who can provide references, one of whom should be your present / most recent employer.

	1. Present/most recent employer
	2. Second referee

	NAME

RELATIONSHIP 
	NAME

RELATIONSHIP

	ADDRESS

EMAIL 

TEL NO:
	ADDRESS

EMAIL

TEL NO:




 Declaration
The particulars given by me in this application are true and accurate to the best of my knowledge and belief.

Signed _________________________________   Date ___________________________

Please send this completed application form in hard copy only together with the Equal Opportunities Monitoring Form to:



The Monitoring Officer



Women’s Aid Federation NI




129 University Street



Belfast



BT7 1HP 
1

