	[image: image1.emf][image: image3.wmf]
	[image: image2.jpg]Southern Health
1 and Social Care Trust

Quality Care - for you, with you






	Application for post of 
	Domestic / Sexual Violence Support / Admin worker to CEO – 37.5 hours Fixed Term for 10 Months

	Post reference 
	D/SVAMIN1/F17

	Closing date:
	3pm Wednesday 1st March 2017

Interviews will be held Monday 6th March 2017
Successful shortlisted candidates will be notified Friday 3rd March 17  


	1     Contact details

	Title
	
	First name
	
	
	Surname 
	

	Address
	

	Town
	
	
	Postcode
	

	Home contact number
	
	
	Mobile
	

	Email address
	

	
	

	National Insurance number
	
	
	
	
	
	
	
	
	


	2   References

	You must give the names and addresses of two referees, one of whom should be your current or most recent employer.  Relatives and friends should not be nominated as referees. 



	Current / Most recent employer
	
	Other referee

	Name
	
	
	Name
	

	Address
	
	
	Address
	

	
	
	

	Telephone
	
	
	Telephone
	

	Status/position
	
	
	Status/position
	

	Relationship
	
	
	Relationship


	


	3   Current Employment 

	Name & employer
	

	Address of employer
	

	Title of post held
	

	Date appointed to post
	
	Date of leaving post (if applicable)
	

	Current Salary Scale 
	£


     
	Notice period
	

	
	

	Duties of the post (briefly):

	

	
	

	
	

	
	


	4    Employment history – Start with the most current 

	Employer name and address
	Job Title
	Brief outline of duties
	Dates of employment
	Reason for leaving

	
	
	
	From 
	To
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	5     How did you become aware of this vacancy

	
1.  Website
2.  Jobmarket



3.  Newspaper advert
                  Please state which paper  ____________________


4.  Colleague/Friend/Family
5.  Professional journal


	Personnel Specification 

	Essential criterion 1

	You must have and be able to demonstrate significant experience of working in support of a senior individual and have an understanding for the need for high level confidentiality(max 300 words)

	


	Personnel Specification 

	Essential criterion 2

	You must have and be able to demonstrate an understanding for the requirements and implications of working with a CEO.  (max 300 words)

	


	Personnel Specification 

	Essential criterion 3

	You must have and be able to demonstrate the ability to exercise compassion and assertiveness when situations demand. (max 300 words)

	


	Personnel Specification 

	Essential criterion 4

	You must have a recognised Qualification in the use of Microsoft office (or equivalent) and also be able to demonstrate that you are IT literate, experience of word, excel, PowerPoint, database management and other major software applications.   Please give exact detail, including the full title of any qualification gained, the grade obtained, awarding body.  (max 300 words)

	


	Personnel Specification 

	Essential criterion 5

	You must have excellent administration, good secretarial skills and the efficient management of a busy schedule.  Please give detailed examples below (you should state the specific dates in which you obtained the experience, the name and address of employer / voluntary body etc and the type of experience). (max 300 words)

	


	Personnel Specification 

	Essential criterion 6

	You must be able to demonstrate your ability to monitor and evaluate own work and to work on your own initiative.   Please give detailed examples below. (max 300 words)

	


	Personnel Specification 

	Essential criterion 7

	You should be able to demonstrate your ability to effectively and efficiently communicate information through the following mediums - written, verbal and non verbal.  Please give detailed examples below (you should state the specific organisation in which you obtained the experience. (max 300 words)

	


	Personnel Specification 

	Essential criterion 8

	You must be able to demonstrate your ability to work as part of a team i.e., communication skill and interpersonal skills, good organisational skills.  Please give detailed examples below. (maximum  300 words) 

	


	Personnel Specification 

	Essential criterion 9

	You must be able to demonstrate your experience of handling a crisis situation and the outcome within the last year.  Please give detailed examples below. (max 300 words)

	


	Personnel Specification 

	Essential criterion 10

	You must be able to demonstrate your recent experience of and your ability to work effectively as a lone worker in a professional setting.    Please give detailed examples below. (max 300 words)

	


	Personnel Specification 

	Essential criterion 11

	You must be able to demonstrate that you are committed to Women’s Aids Vision Aims and Values, the activities of the organisation and working in a non judgmental way holding to the Feminist Principles of the work.
Please give detailed examples below. (max 300 words)

	


	Personnel Specification 

	Essential criterion 12

	You must have access to transport suitable for carrying out the day to day duties of this post.  
Please give detailed examples below.

	


	Personnel Specification 

	Desirable criterion 1

	An understanding of the statutory responsibilities of a CEO.  Please give exact detail, including the full title of any qualification, the grade obtained, awarding body.  (max 300 words)

	


	Personnel Specification 

	Desirable criterion 2

	An understanding of events management.  Please give exact detail, including the full title of any qualification, the grade obtained, awarding body.  (max 300 words)

	


	Personnel Specification 

	Desirable criterion 3

	An understanding of H.R. and staff management processes.  Please give exact detail, including the full title of any qualification, the grade obtained, awarding body.  (max 300 words)

	


	Personnel Specification 

	Desirable criterion 4

	Knowledge of Health & Safety matters as they are applied to the organisation.  Please give exact detail, including the full title of any qualification, the grade obtained, awarding body.  (max 300 words)

	


	Personnel Specification 

	Desirable criterion 5

	Please state if you have a current Child Protection Certificate:  
Please give detailed examples below.

	Yes

Name of the Awarding Body:______________________________________________

Date Certificate issued:

Date of Renewal:

NO:


	Personnel Specification 

	Desirable criterion 7

	Please state experience of liaising with statutory and voluntary agencies.  Please give detailed examples below.  (max 300 words)

	


	Compulsory Declaration 1:  by the applicant 

	

	I declare I do not know of any reason why I cannot work in regulated activity.  I accept that providing false information or suppressing any information wilfully will make me liable to disqualification, and if appointed, to dismissal.

Signature:______________________________________                                           Date:___________________




	Compulsory Declaration 2:  by the applicant

	

	I declare I have not canvassed in any way and that the information in this application is complete and correct to the best of my knowledge.  I accept that providing false information or suppressing any information wilfully will make me liable to disqualification, and if appointed, to dismissal.

Signature:______________________________________                                           Date:___________________




Please Note: A Criminal Record will not necessarily be a bar to obtaining a position in Women’s Aid Armaghdown

THANK YOU FOR COMPLETING THIS APPLICATION FORM.  
PLEASE RETURN IT:

F.A.O Paula O'Hare
Women’s Aid Resource Centre 
7 Downshire Place 
Newry  
Co. Down.
BT34 1 DZ 
paula@womensaidarmaghdown.org
1

