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Application Form
Community Group Executive
Full Time

Permanent

Employees of Action Cancer must support its Mission, Values and Behaviours:
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Values and Behaviours:

Our strengths are that we are a Values driven charity with people being at the very centre of everything we do. Our services are proven to make a difference, we are a Northern Ireland charity run and controlled by local people, raising money, spending money, and supporting people only here in Northern Ireland.                        

We have three stated Values which are supported by seven expected behaviours. 

Value 1:  Putting People First - People are at the centre of everything we do.

Value 2:  Making a Difference - Having a positive impact on everything we do.    

Value 3:  Being Accountable - Clear, open and honest about everything we do.   

Our Values are supported by seven Behaviours. We Will…  
1. Treat people with respect, care, dignity and consideration. 

2. Listen, hear and respond positively to what people say. 

3. Support, develop and equip our people to reach their full potential.

4. Gain from our experience and celebrate success.

5. Work together, supporting, adding value, learning from and sharing with others.

6. Embrace and develop new ideas, ways of working and technologies.

7. Welcome scrutiny, taking ownership and responsibility collectively and individually for our actions.      

                          Position Applied For : Community Group Executive
                       Job Reference No. : 17.I.02
This is an application pack for the above post, which should contain the following items:

· Application form

· Monitoring form

Before completing this Application Form, please refer to the Job Description and Personnel Specification.

PLEASE READ THE FOLLOWING INFORMATION CAREFULLY:

1. Your application pack contains information about the above job vacancy and the person required.  You should read this carefully to ensure that the role and conditions are suitable.

2. You must complete the Application Form in full. 

3. It is your responsibility to ensure that sufficient information is given on the Application Form to enable a shortlisting panel to assess your suitability for this post.

PLEASE SHOW CLEARLY IN YOUR APPLICATION HOW YOU MEET THE ESSENTIAL AND DESIRABLE CRITERION OUTLINED IN THE PERSONNEL SPECIFICATION.

4. Applications, CV’s and Attached sheets :

· Applications will only be accepted on Action Cancer application forms so that the same type of information – including word limit - is received from all applicants.  

· Attached CV’s will not be considered, either in lieu of the application form or in conjunction with it.  

· Emailed application forms will not be accepted – applicants can apply on-line via Erecruit. If the application form is downloaded for completion this must be printed off by the applicant and submitted to Action Cancer.

· Attached sheets – within the allocated word limit - will only be considered where they are continuation sheets of a section of the application form where insufficient room was available to include all the necessary details.

5. It is the responsibility of the applicant to ensure the complete form, together with the Equal Opportunities Monitoring Questionnaire, is returned by 5.00pm on Tuesday 3rd October, 2017. Application forms received after this time and date will not be accepted. 
6. The interview process may include the use of selection tests in addition to a panel interview. Candidates shortlisted for interview will be advised of the interview process in their letter of invite to interview. At interview candidates will be questioned about their experience regarding the main functions of this post.
7. In the event of a large number of applicants, desirable criterion may also be used to form the shortlist. 
8. A waiting list may be retained for a period of 12 months for future permanent and temporary vacancies for similar positions.
Thank you for your interest in this role, and in Action Cancer, and we look forward to receiving your application. 

Action Cancer is and Equal Opportunities Employer
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Job Reference No. 17.I 02
   Telephone:                    General Enquiries:
(028) 90 803344


Application For Employment






      
*   
Please write clearly (type or block capitals)

*   
All information will be treated in confidence and will be used

    
by Action Cancer to assess your suitability for the job
*
Candidates will be shortlisted on the basis of information 


contained in this application
Position Applied for :          Community Group Executive
Where did you see ad?
 

                        Surname :
 …………………………………………………………….


Forename/s :  ……………………………………………………………


Address :
……………………………………………………………


……………………………………………………………………………..

                      Post Code :   ……………………………………………………………..

Home telephone number :  …………………………………………………………….
Mobile number :

……………………………………………………………
Email address :
            ……………………………………………………………
NI No. :                                  ……………………………………………………………
Are you able to  meet the travel requirements of the role?

Yes
[      ]
    No
  [      ]

Do you hold a current driving licence?                                                   Yes
[      ]
    No
  [      ]

Details of endorsements ………………………………………………………………………………………

Are there any restrictions on you taking up employment in the UK?  Yes
[      ]
    No
  [      ]

(If yes, please provide details)

Your Qualifications

	Type of Exam

(GCSE, A Level,  Degree etc...)


	Date Taken
	Subject
	Grade


	
	
	
	


Are you currently employed?

Yes   [      ]

No    [      ]

Current Salary     ______________________    Notice Required In Current Post   ___________________

 Previous Jobs (please complete in full starting with present or most recent job, using a separate sheet if necessary)

	Name and Address 

Of Employer


	Dates of Employment
	Type of Job

(give a brief description of duties – max 30 words per job)
	Reason for 

Leaving

	
	
	
	

	
	to
	
	

	
	
	
	

	
	
	
	

	
	to
	
	

	
	
	
	

	
	
	
	

	
	to
	
	

	
	
	
	

	
	
	
	

	
	to
	
	

	
	
	
	

	
	
	
	

	
	to
	
	

	
	
	
	


Other Employment

	Please note any other employment you would continue with if you were to be successful in obtaining this position.




Character References

All offers of employment are subject to receipt of satisfactory written references. Please provide the names,telephone numbers, addresses and email addresses of two referees, one of whom should be your current employer and one who was a previous employer.

	Current Employer
	Previous Employer


	Name:            ___________________________________

Address/Tel no.        ___________________________________

___________________________________  

Email address:

___________________________________               

Occupation:    ____________________________________               


	 Name:            ___________________________________

Address/Tel no.        ___________________________________

___________________________________  

Email address:

___________________________________               

Occupation:    ____________________________________               




Please contact my employer at present?


Yes  [      ]
No  [      ]

Please contact my second reference?


Yes  [      ]
No  [      ]

Criminal Record

	Please note any criminal convictions except those “spent” under the Rehabilitation of Offenders (NI) Order 1978. If none please state. 




Special Requirements (for Roles requiring AccessNI check) – N/A
	Because this position requires an AccessNI check, employment will be dependant on the following :

1. Completion of an AccessNI Disclosure Form, and submission of supporting proof of identity documents.

2. Such Disclosure being acceptable to Action Cancer.

3. 2 satisfactory written references.




Declaration (please read this carefully before signing this application)

1. I confirm that the above information is complete and correct and that any untrue or misleading information will give Action Cancer the right to terminate any employment contract offered.
2. I agree that Action Cancer reserves the right to require me to undergo a medical examination. (Should we require further information and wish to contact your Dr with a view to obtaining a medical report, the law requires us to inform you of our intention and gain your permission prior to contacting your Dr). I agree that Action Cancer reserves the right to require me to undergo a medical examination. In addition I agree that this information will be retained in my personnel file during employment and for up to 6 years thereafter and understand that information will be processed in accordance with the Data Protection Act.

3. I agree that should I be successful in this application, I will, if required, apply for a disclosure of criminal records. I understand that should I fail to do so, or should the disclosure not be to the satisfaction of Action Cancer any offer of employment may be withdrawn or my employment terminated.

4. I agree that my previous employers may be approached for references.
Signed:
………………………………………………                    Date: ……………………….
Please send the completed form to:
Action Cancer







Human Resources Department







1 Marlborough Park 







Belfast
     







BT9 6XS

	Company Limited by Guarantee.  Registered in N.I. No. NI 18091
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FAIR EMPLOYMENT QUESTIONNAIRE

PRIVATE AND CONFIDENTIAL

POSITION APPLIED FOR :  Community Group Executive
JOB REFERENCE NO : 17.I.02
EQUALITY OF OPPORTUNITY

Action Cancer is an Equal Opportunities employer.  We do not discriminate on the grounds of religious belief or political opinion. We practice equality of opportunity in employment and select the best person for the job.

To demonstrate our commitment to equality in employment we need to monitor the community background of our applicants and employees, as required by the Fair Employmentand Treatment (NI) Order 1998.

Regardless of whether we practice our religion, most of us in Northern Ireland are seen as either Protestant or Roman Catholic. We are therefore asking you to indicate your community background by ticking the appropriate box below.    

I am a member of the Protestant Community


(
I am a member of the Roman Catholic Community

(
I am a member of neither the Protestant nor


(


the Roman Catholic Community

Could you please indicate whether you are:

Female
(
Male (
If you do not complete this questionnaire, we are encouraged to use the “residuary” method which means that we can make a determination on the basis of personal information on file / application form.
Note:  It is not compulsory for you to answer the above questions.  However we would stress that it is a criminal offence under the legislation for a person to “give false information in connection….. with the preparation of a monitoring return”.

Once completed, please seal this form in an envelope marked Private and Confidential, and return it with your completed application form.
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Name of Applicant: 

Please include evidence - within the specified word limit - that you meet the requirements for this post.

	Criterion


	Evidence

	Essential


	

	1.Third level qualification.

 (max 150 words)

	Please demonstrate clearly how you meet this criteria.


	2.Experience in Marketing/Fundraising/Client Relations/PR in a work environment – including voluntary workplacement experience.

(max 150 words)

	Please demonstrate clearly how you meet this criteria.



	3.Proven experience of a working knowledge of digital and social media mediums eg Facebook, Twitter & Instagram.

(max 150 words)


	Please demonstrate clearly how you meet this criteria.



	4.Good working knowledge of MS Office (Word, Excel, Access, PowerPoint, Outlook, Internet)

(max 150 words)


	Please demonstrate clearly how you meet this criteria.



	5.Excellent interpersonal skills including experience of interacting with internal and external contacts.

(max 150 words)


	Please demonstrate clearly how you meet this criteria.



	6.Excellent oral and written communication skills. 

(max 150 words)


	Please demonstrate clearly how you meet this criteria.



	7.Prepared to work flexible hours including regular evening duties and weekend work.

(max 150 words)


	Please demonstrate clearly how you meet this criteria.



	8.Proven organisational skills – ability to demonstrate experience of planning, organising, monitoring and reporting.

(max 150 words)


	Please demonstrate clearly how you meet this criteria.


	9.Proven team player – ability to demonstrate experience of working as a team member with internal and external stakeholders.

(max 150 words)


	Please demonstrate clearly how you meet this criteria

	10.Ability to multi-task, prioritise and work to deadlines in a busy office environment.

(max 150 words)


	Please demonstrate clearly how you meet this criteria

	11.Hold a full, current driving licence with business insurance and have access to the use of a car or some other appropriate form of transport to carry out the duties of the post in full.

(max 150 words)

	Please demonstrate clearly how you meet this criteria
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Name of Applicant: 

Please ensure you complete the following checklist to assist us in the processing of your application.  Please include evidence - within the specified word limit  - that you meet the requirements for this post.

	Criterion

	Evidence

	Desirable
	


	1.A minimum of 6 months experience in Marketing/Fundraising/Client Relations/PR in a work environment – including voluntary workplacement experience.

(maximum 150 words)


	Please demonstrate clearly how you meet this criteria.

Desirable Requirements



	2.A minimum of 6 months experience gained in a similar role within the voluntary sector.

(maximum 150 words)


	Please demonstrate clearly how you meet this criteria

	3.Raiser’s Edge experience

(max 150 words)

	Please demonstrate clearly how you meet this criteria

	4.Experience of public speaking

(max 150 words)


	Please demonstrate clearly how you meet this criteria

	5.Event management experience

(max 150 words)


	Please demonstrate clearly how you meet this criteria

	6.High level of experience and competence with Photoshop

(max 150 words)


	Please demonstrate clearly how you meet this criteria
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