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APPLICATION FOR POST OF: COMMSAPRIL17 Communications Officer
CLOSING DATE FOR APPLICATIONS: Wednesday 19th April 2017 at 12 noon. Late applications will not be accepted.  Interviews will be held Thursday 4th May 2017.
PERSONAL

SURNAME ____________________________   FIRST NAME ______________________________

ADDRESS _________________________________________________________________________

                   _________________________________________________________________________

TELEPHONE NO: ________________________  EMAIL __________________________________
Do you hold a full and current driving license?  Yes/No

Are there any reasons (that you are aware of) why it would be inappropriate for you to work with children?

DISABILITY

Do you consider yourself to have a disability, which is relevant to your job application?  Yes/No

If you answered yes to the above is there anything we should know about your requirements in order to offer you a fair selection interview?



	EDUCATION

SECONDARY EDUCATION: (Name of schools with dates; examinations passed with grades etc.)

FURTHER OR UNIVERSITY EDUCATION (full-time): (Name and dates; qualifications obtained; subjects studied)

PROFESSIONAL QUALIFICATIONS:



	Please make a statement supporting your application referring to the criteria for the post



	EXPERIENCE

A minimum of 2 years full-time experience of working in a communications or 
public relations capacity

A qualification in a communications, public relations, marketing, journalism or social science at degree level or above 

Experience of developing, maintaining and updating websites

Proven experience in working with a wide range of press and media 



	KNOWLEDGE & VALUES

An understanding of the media and how it works

An understanding of the voluntary and community sector in Northern Ireland



	SKILLS

Proven written and oral communication skills

Knowledge and application of MS Word, Excel, PowerPoint and Outlook; Photoshop, InDesign for the creation of in-house graphics; and video editing software within a working environment. 



	DESIRABLE
Member of Chartered Institute of Public Relations 

An understanding and commitment to children’s rights and the values of Include Youth 


	ANY OTHER STATEMENT



	EMPLOYMENT HISTORY

(Complete in chronological order since leaving school)

	Name & Address of Employer
	From
	To
	Positions held:
Main responsibilities
	Reason for leaving

	
	
	
	
	

	REFERENCES

NAME & ADDRESS OF TWO REFEREES

(to be contacted after interview – one of which should be your most recent employer)

1) NAME: ________________________________________________

 ADDRESS: _____________________________________________________________________

                     _____________________________________________________________________

TELEPHONE NO: _____________________________

IN WHAT CAPACITY KNOWN? _________________________________

2) NAME: __________________________________________________

ADDRESS: _____________________________________________________________________

                    ______________________________________________________________________

TELEPHONE NO: _____________________________

IN WHAT CAPACITY KNOWN? __________________________________



	ADDITIONAL INFORMATION

PLEASE MENTION ANY OTHER DETAILS OR PLANS RELEVANT TO THIS APPLICATION (e.g. additional training; careers hopes etc.; continue on a separate sheet if necessary)

_______________________________________________________________________

_______________________________________________________________________

This post will be subject to an AccessNI Check.  Are there any reasons (that you are aware of) why it would be inappropriate for you to work with children and young adults? 

_______________________________________________________________________

_______________________________________________________________________

Having a criminal record will not necessarily debar you from working with Include Youth.  This will depend on the nature of the position, together with the circumstances and background of your offences or other information contained on a disclosure certificate or provided directly to us by the police.



	I HEREBY DECLARE THAT THE INFORMATION GIVEN ON THIS APPLICATION IS, TO THE BEST OF MY KNOWLEDGE, CORRECT

Signed: _______________________                  Date: _________________________



	Please return to: Include Youth, Alpha House, 3 Rosemary Street, Belfast BT1 1QA


