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	Job Title
	Projects Officer (County Armagh)
(23 hours per week)
	
	All application forms should be returned to:
The Chairman

South East Fermanagh Foundation (SEFF)
1 Manderwood Park.
1 Nutfield Road,

Lisnaskea

Co. Fermanagh BT92 0FP
Email: info@seff.org.uk

	Location
	FACT Project Offices, Lisnaskea (with some travel as part of the post)
	
	

	Salary
	£17,130 per annum (Inclusive of Inland Revenue, Employers NIC and Pension contribution)
	
	

	Closing Date
	1pm on Thursday 10th August 2017
	
	


***Please include your CV with your Application
	SECTION 1 -  PERSONAL  DETAILS

	Surname:


	
	Forename
	

	Title
	
	Email Address
	

	Address

Postcode


	
	Telephone Numbers

Home

Work

Mobile
	

	
	
	
	

	
	
	
	

	
	
	
	

	NI Number
	
	How did you hear about this vacancy?
	

	SECTION 2 – REFERENCES

	Please state the names of two employment related referees, including your current/ most recent employer. 


	Reference 1

	Name
	
	Address

Telephone No.
	

	Position 
	
	
	

	Reference 2

	Name
	
	Address

Telephone No.
	

	Position 
	
	
	


	SECTION 3 -  QUALIFICATIONS

	Give details of your qualifications, i.e. GCSE, A-Levels, GNVQ’s, Degree (please ensure you include the result/grade)

	Type of Qualifications e.g.   GCSE, NVQ, A-Level, degree
	Subjects
	Date Achieved
	Result / Grade



	
	
	
	

	Membership of Professional Associations:

	

	SECTION 4 -  EMPLOYMENT HISTORY

	Current / Most Recent Employment


	Name & Address of Employer


	

	Date Appointed
	
	
	

	Date Left if applicable

	
	
	

	Notice Period
	
	Job Title
	

	Main duties and areas of responsibility



	Reason for leaving:
	


	Please detail the last ten years of your employment history starting with the most recent.



	Dates of employment

(From & To)
	Name and Address of Employer
	Position held & Main Duties 
	Reason for Leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	SECTION 5 -  SHORTLISTING CRITERIA 

(PLEASE NOTE CRITERIA MAY BE ENHANCED TO FACILITATE THE SHORTLISTING PROCESS)

	The following sections ask you to outline your qualifications and experience in relation to the essential criteria specified in the Job Description (please read the Job Description before completing this section of the form)

It is not acceptable to simply restate the criteria.  E.g. “I have experience in using Microsoft Office”.  Applicants must clearly demonstrate experience giving examples.  



	ESSENTIAL CRITERIA 

	Qualifications and Attainments

Please provide information of how your experience meet the minimum requirement of

· A minimum of three years’ experience of Project Management within a community / voluntary sector setting 


	


Please do not alter the format of this form

	ESSENTIAL CRITERIA 

	Relevant Experience

Please provide information using examples to demonstrate how your experience to date meets the criteria of 

· Excellent organisational abilities and work priorities (to include working without direct supervision)


	


Please do not alter the format of this form

	ESSENTIAL CRITERIA 



	Relevant Experience

Please provide information using examples to demonstrate how your experience to date meets the criteria of

· Knowledge and ability in securing public funds to further develop & sustain the Project


	


Please do not alter the format of this form

	ESSENTIAL CRITERIA 

	Relevant Experience

Please provide information using examples to demonstrate how your experience to date meets the criteria of

· Previous administrative experience (to include proficient use of Microsoft Office and good written / oral communication skills)


	


Please do not alter the format of this form

	SHORTLISTING  

	Relevant Experience

Any other knowledge, skills or experience you feel will make you suitable for the role of Projects Officer?

 

	


Please do not alter the format of this form

	Please tick the appropriate box
	YES
	NO

	4.1 *Must be able to work flexible hours, some of which may be evenings or at the weekend.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.2 *Possess a full current driving licence
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.3     * Do you have access to a car or other suitable form of transport if necessary to meet the essential requirements of the post?
	 FORMCHECKBOX 

	          FORMCHECKBOX 



	SECTION 6 -  CRIMINAL CONVICTIONS


	Candidates need to be aware that it is the policy of the organisation to obtain an Access NI Enhanced Disclosure on each employee before they commence their employment with the organisation.  (This requirement is applicable only to candidates we would wish to appoint).

Due to the nature of the work for which you are applying, this post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975.  Applicants, are therefore, required to declare any convictions, cautions or arrests which for other purposes are ‘spent’ under the provisions of the Act: and in the event of employment, any failure to disclose such convictions could result in dismissal or disciplinary action by the organisation.  Any information given will be completely confidential.
If you have no convictions, please state NONE.



	DATE OF CONVICTION:

OFFENCE:

SENTENCE:



	SECTION 7 -  EQUAL OPPORTUNITIES MONITORING

	FAIR EMPLOYMENT (NI) ACT 1989 AND FAIR EMPLOYMENT

(MONITORING) REGULATIONS 1989

The South East Fermanagh Foundation is committed to promoting equality and diversity. It is our policy to provide employment equality to all, irrespective of gender, including gender reassignment, martial or civil partnership status, having or not having dependants, religious belief or political opinion, race, disability, sexual orientation and age.

The information provided on the monitoring questionnaire will only be made available to the monitoring officer. If you provide us with information in respect of a disability we will use this information to ensure that we meet our legal obligation to make reasonable adjustments. If we make equal opportunities information public, this will be done in a way that ensures anonymity.

Please see the Equal Opportunities Monitoring Form overleaf.



	SECTION 8 -  DECLARATION AND SIGNATURE

	The statements given by me on this application are to the best of my knowledge and belief true. I understand that deliberate falsification of factual information may prejudice my application or lead to an offer of appointment being withdrawn.

Signature:                                                                                       Date:








9

