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Ardoyne Youth Club: “Believing In Youth”
September 2017
Dear Applicant

RE: Post of Marketing and Admin Assistant- “Believing In Youth” Project 
Thank you for your enquiry in connection with the above position.

Enclosed in the job information pack is an application form, an equal opportunities monitoring form, a job description and a person specification section. If any of these items are missing from your pack please contact us immediately.

The closing date for receipt of applications is 6th October 2017 at 5 pm.  Applications received after this deadline will not be accepted.

Please return your completed application form and monitoring information to:
Ardoyne Youth Club, Old Beltex Mill, Flax Street, Belfast, BT14 7EJ  or
By email to: joe.mcneill@ardoyneyc.com
 

(If you do not receive an email reply confirming your email has been received, you must contact us by phone on 02890351482)   

Would you please note that we will only accept applications made on the enclosed application form and that CV's will not be considered.      

Please also note that shortlisting will be undertaken on the basis of the enclosed person specification. You should therefore address all the criteria listed in the person specification when completing the section "additional information" on the application form. The Personnel Specification sets out both the essential criteria and the desirable criteria. You should clearly demonstrate in your application form by reference to examples/evidence how you believe you meet each individual element of the essential criteria and desirable criteria as appropriate.   

I would like to take this opportunity to thank you for your interest in the work of the “Believing In Youth” project and on behalf of Ardoyne Youth Club we look forward to receiving your completed application form.

With best wishes,
Thomas Turley
Leader in Charge
Marketing and Admin Assitant – 
Job Description
Job title: 

Marketing and Admin assistant
Location:

Ardoyne Youth Club
Responsible to: 
Project Coordinator
Hours:

20 hours per week 

Salary: 

£16,286. pro rata (£8,847pa)

Term:


Fixed: Until 31st October 2021
Holidays:

25 days per annum & 10 Stat days (pro rata)
Probation Period:
6 months

Job Summary: 
As Marketing  & Admin assistant, your role will be to support the Project Coordinator in managing the overall marketing & administrative functions of the Project. This crucial role requires a person with exceptional organisational skills, who can produce accurate data and reports to demonstrate impact measurement of the project. You will also be responsible for monitoring finance, budgets and expenditure and have experience in producing high quality management information in line with Big Lottery Fund funding requirements. 

Key Tasks: 
· To manage and co-ordinate the data gathering and analysis by gathering statistical information ensuring reports are formatted and completed on given deadlines
· To co-ordinate and schedule team briefings and management meetings, producing information where necessary and being available to record minutes

· To manage social media channels for the project to include promotion of upcoming event and showcasing the work of the project weekly. 
· To co-ordinate mass communications and mailings.
· To manage the stationery budget for the project including ordering and stock control
· To arrange meetings including venues, refreshments, producing agendas, distributing information in advance of meetings and minute recording where necessary
· To work within the project and local area safeguarding and child protection procedures and policies. Promoting a culture and environment at all times where young people feel safe and protected
· To operate safely within the workplace with regard to Health & Safety legislation

· To ensure all young people are aware of programmes and services available to them in the project through the promotion of activities via media outlets. 

· Responsible for uploading a weekly programme timetable to all media outlets

· Ensure our funders BIG is promoted along with all the work we do, and make people aware of how playing the lottery can provide a contribution for effective community projects.

· Understand AYC media policy and ensure it is adhered to in all elements of work for the safeguarding of young people.
· To acknowledge and understand the need to maintain confidentiality at all times to become aware of the policies on confidentiality and the management of sharing information
Core Responsibilities:

· To attend any training identified as necessary by the Project Coordinator and a personal development programme.

· To undertake any other work requested by the Project Coordinator 

· This position is subject to satisfactory references and Access NI clearance
· To participate in training and development programmes related to the project
PERSON SPECIFICATION

Marketing and Admin Assistant. 
Essential Criteria:

Education and experience 

1. A minimum of 5 GCSE qualifications to include Maths and English

2. A minimum of at least two years’ experience of Marketing & Administration, ICT and clerical work in an office working environment 

3. A minimum of one year’s experience of managing financial returns for funders  in the community and voluntary sector

Skills and Abilities 

1. Ability to work calmly, efficiently and flexibly 

2. Ability to initiate and develop good working relationships with staff and participants, parents and carers

3. Ability to work as part of a team 

4. Show creativity, motivation and willingness to showcase the amazing work of our project

5. Ability to work independently and organise own work schedule 

6. Ability to meet tight deadlines and prioritise when necessary 

7. Ability to address new initiatives and willingness to undertake relevant training

Desirable Criteria:

Experience

1. Previous experience of marketing and administration post in a community/ statuary organisation.  
Knowledge –

1. General knowledge of the community and voluntary sector in the Ardoyne and North Belfast area
Interviews:

Candidates will be assessed using all essential criteria. The panel may also utilise desirable criteria at both the shortlisting and interview stages.

Ardoyne Youth Club
Return Address C/O: Joseph McNeill, Ardoyne Youth Club, Old Beltex Mill, Flax Street, Belfast BT14 7EJ                                                Tel:02890351482
APPLICATION FOR EMPLOYMENT PRIVATE & CONFIDENTIAL
	
	Reference No:
	

	Position applied for:        Marketing And Admin Assistant



PERSONAL  DETAILS

	Mr / Mrs / Miss / Ms

Please delete as appropriate
	First Names :
	Surname (Block Letters) :

	Home Address :

Telephone Number(s) :

	Valid CRB certificate:        YES / NO
	National Ins. No.:

	Current Driving Licence :        YES / NO
	Own a Motor Car:             YES / NO

Valid Full Driving Licence:   YES / NO

	Currently Employed :              YES / NO
	Notice Required : 

	


EDUCATION

	Dates
	Type of school attended, e.g. Grammar / Secondary  (Do not name school attended)
	Examinations taken, results obtained.



	From
	To
	
	

	
	
	
	


FURTHER EDUCATION

	Dates
	Name of College,

University
	Subjects studied
	Examinations taken, results obtained,

subjects passed, scholarships and prizes

	From
	To
	
	
	

	
	
	
	
	


EMPLOYMENT HISTORY

Please list all your work history since completing full-time education, beginning with your present or most recent position. 

	Dates
	Name of employer, address, and nature of business
	Position held and salary
	Reason for 

leaving

	From
	To
	
	
	

	
	
	
	
	


ADDITIONAL INFORMATION IN SUPPORT OF YOUR APPLICATION

	Please use this space to address the criteria contained in the person specification adding supplementary sheets as necessary:




REFERENCES

Please give the names of two referees, both of whom should be familiar with your work.

	Name :

Address :

Tel. No. :

Occupation :
	Name :

Address :

Tel. No. :

Occupation :


A candidate found to have knowingly given false information or to have wilfully suppressed any material fact will be liable to disqualification, or, if appointed, to dismissal.

Data Protection Act

I understand that the data contained in this application form and the “sensitive personal data” on the attached monitoring form will be retained on file and may be processed by the Company for use in connection with this application for employment, or to comply with any requirement of statutory legislation in order for the Company to comply with its legal obligations, and I hereby agree to any such processing by the Company.  The Company will ensure that I am safeguarded against the possible misuse of any personal information about me that is kept on file by strictly controlling access and use.  Such access and use will be in compliance with the Data Protection legislation and will be on a “need to know” basis only.

I declare that to the best of my knowledge and belief all the foregoing statements are true and complete.

Signature of applicant :  






Date : 


Ardoyne Youth Club is committed to diversity and equality of opportunity and welcomes applications from all sections of the community 

COMPLETED APPLICATION FORMS TO BE RETURNED TO:

Ardoyne Youth Club 
Old Beltex Mill, Flax Street

Belfast 

BT14 7EJ

Tel:02890351482

Or by email to joe.mcneill@ardoyneyc.com 
by 5pm on 6th October 2017
EQUAL OPPORTUNITIES MONITORING FORM

CONFIDENTIAL 

MONITORING QUESTIONNAIRE
GUIDANCE NOTES:

Ardoyne Youth Club is fully committed to Equal Opportunities.  We aim to provide equality of opportunity to all persons regardless of their religious belief; political opinion; sex; race; age; sexual orientation; or, whether they are married or are in a civil partnership; or, whether they are disabled..

In this questionnaire we will ask you to provide us with some personal information about yourself. We are doing this to demonstrate our commitment to promoting equality of opportunity.  The information that you provide us will assist us to measure the effectiveness of our equal opportunity policies.

Your identity will be kept anonymous and your answers will be treated with the strictest confidence. The information provided will not be made available to those considering your application.

COMMUNITY BACKGROUND

Please indicate the community to which you belong 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 not a member of either the Protestant or the


Roman Catholic communities:




SEX

Please indicate your sex by ticking the appropriate box below:




Male




Female

ETHNIC INFORMATION:

What is your ethnic group? Choose one option which best describes your ethnic group or background:

White




Chinese


Irish Traveller
           
           Indian



Pakistani



Bangladeshi


Black Caribbean


Black African


Black Other


Mixed ethnic group (write in):

_________________________

Any other ethnic group (write in):
_________________________

SEXUAL ORIENTATION

My sexual orientation is towards:

Persons of a different sex to me:


Persons of the same sex as me:


Persons of both sexes:



DISABILITY

Under the Disability Discrimination Act 1995 a person is deemed to be a disabled person if he or she has a physical or mental impairment which has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities. Please note that it is the effect of the impairment without treatment which determines whether an individual meets this definition.

Do you consider that you are a disabled person?

Yes:



No:

If “yes”, please indicate the nature of your impairment below:

……………………………………………………………………….................................

MARITAL STATUS/CIVIL PARTNERSHIP STATUS

Are you married or in a civil partnership?

Yes:


No:

DEPENDANTS/CARING RESPONSIBILITIES
Do you have dependants, or caring responsibilities for family members or other persons?

Yes:


No:

Are your dependants or the people your look after?

(Please tick the appropriate box or boxes):

A child or children:



A disabled person or persons:


An elderly person or persons:


Other:





If “Other”, please specify:
___________________________________

Please indicate by ticking the appropriate box(es) below how you became aware of this vacancy

	www.communityni.org

	

	www.nijobfinder.co.uk

	

	Belfast Telegraph

	

	Other
	


Thank You for Providing this Information

Closing Date:   5pm on 6th October 2017
Interviews will be held week beginning 12th October 2017
