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Completing the Application Form – Guidance Notes

Please read these notes carefully before completing your Application Form.

1. It is essential to demonstrate how you meet the essential and desirable criteria as outlined in the Personnel Specification.  Please ensure you give adequate examples to demonstrate your suitability for the position you are applying for.

2. Please give the names and addresses of two referees who are not related to you, who we can approach for a confidential assessment of your suitability for this job. (One of these must normally be a previous employer.)
3. You must declare if you have any convictions that are not “protected” as defined by the Rehabilitation of Offenders (Exceptions) (Northern Ireland) Order 1979, as amended in 2014.
Having a criminal record does not automatically prevent you from being considered for a job as we will take into account relevance to the job.

Please see enclosed Policy Statement on the Recruitment of Ex-Offenders.  

4. Please note that CVs will not be accepted.

5. Due to costs incurred in the recruitment process we are unable as a charity to acknowledge each returned application.  If you have not heard from us within 4 weeks of the closing date, then your application will not have been successful for the post.

6. Application forms should be returned marked Private & Confidential to:  
Head of Stakeholder Engagement
Young Enterprise NI

Grove House

145-149 Donegall Pass

Belfast

BT7 1DT

or email to jan.donaldson@yeni.co.uk

7. Monitoring forms should be returned with the application form in a  envelope marked Private & Confidential to: The Monitoring Officer or emailed directly to isla.wong@yeni.co.uk
Incomplete applications will not be accepted.  
