Dear Applicant
Please find enclosed an application pack for the post of Fundraising Events Officer (maternity cover), which should contain the following items:

· Application Form and Application Checklist

· Monitoring Form

· Job Description and Person Specification

PLEASE READ THE FOLLOWING INFORMATION CAREFULLY

1. Your application pack contains information about TinyLife, the job vacancy and the person required. You should read these carefully to ensure that the job and conditions are suitable.

2. You must complete the application form and application checklist fully and accurately. If there is insufficient space for your answer, continue on a separate sheet.

3. It is your responsibility to ensure that sufficient information is given on the application form and application checklist to enable a shortlisting panel to assess your suitability for this post.

PLEASE SHOW CLEARLY IN YOUR APPLICATION HOW YOU MEET THE ESSENTIAL AND DESIRABLE CRITERIA OUTLINED IN THE JOB SPECIFICATION ENCLOSED.
 4.   Applications, CV’s and attached sheets:

· Applications will only be accepted on proper application forms so that the same type of information is received from all applicants.

· Attached CV’s will not be considered, either in lieu of the application form or in conjunction with it.

· Attached sheets will only be considered where they are continuation sheets of a section of the application form where insufficient room was available to include all the necessary details. 

5.   It is the responsibility of the applicant to ensure an email or signed hard copy of the complete forms, together     with the completed Equal Opportunities Monitoring Questionnaire, (please put in a separate envelope marked Monitoring Officer) is returned by: 


Friday 30th June 2017 at 1.00pm. 
Where an email application is submitted by the deadline, a signed hard copy of the complete forms, together 
with the completed Equal Opportunities Monitoring Questionnaire, (please put in a separate envelope 
marked Monitoring Officer) should be returned by: 


Monday 3rd July 2017 at 1.00pm. 
· Application forms received after this time and date will not be accepted. 

6.     Under section 8 of the Asylum and Immigration Act 1996, all successful applicants must provide  

        Documentary evidence of their identity for verification and photocopying.    
7.        This post is a regulated position as defined in Article 33 of the Protection

of Children and Vulnerable Adults (NI) Order 2003 (POCVA). 
POCVA makes it a legal requirement for organisations to carry out checks against the Disqualification from Working with Children (NI) list and the Department of Education list when proposing to employ an individual in a regulated position.

Appointment to this post is therefore subject to an AccessNI check which will be carried out for the successful candidate. Having a criminal record will not necessarily debar you from working with TinyLife.  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 with the Police. 

Further information is provided by AccessNI who have produced a Code of Conduct which can be downloaded from the website www.nidirect.gov.uk/accessni 
INTERVIEWS WILL TAKE PLACE ON FRIDAY 7TH JULY 2017

FOR THE FUNDRAISING EVENTS OFFICER (MATERNITY COVER) POST
Applications should be returned no later than

 Friday 30th June 2017 at 1.00pm to:

Chief Executive

TinyLife

First Floor
The Arches Centre

11-13 Bloomfield Avenue

Belfast 

BT5 5AA
or

alison@tinylife.org.uk
TINYLIFE JOB APPLICATION FORM
[image: image1.jpg]



	Job Ref:  FEO/06/17

	Application No:  



· Please write clearly (type or block capitals)

· All information will be treated in confidence and will be used by TinyLife to assess your suitability for the job

· Candidates will be short listed on the basis of information contained in this application and checklist

The Vacancy

Job Applied For:

________________________________________
Where did you see ad?
________________________________________
Family Name:

________________________________________
Forename (s):

________________________________________
Address:


________________________________________




________________________________________




________________________________________ 
Postcode: 


________________________________________

Home Tel. No.

________________________________________    
Mobile No.


 _______________________________________


Email Address

________________________________________

National Insurance No.  
 _______________________________________
References

All offers of employment are subject to receipt of satisfactory written references. Please provide the names, telephone numbers, addresses and email addresses of two referees, one of whom should be your present or most recent employer/line manager, and one who knows/has known you in a work capacity and can comment on your suitability for this post.

	First Referee

Name:    ___________________________

Address ___________________________

              ___________________________

              ___________________________

Tel:        ___________________________

Email:    ___________________________

Occupation:   _______________________

Relationship to you: ___________________________________


	Second Referee

Name:    ___________________________

Address  ___________________________

               ___________________________

               ___________________________

Tel:         ___________________________

Email:     ___________________________

Occupation:   _______________________

Relationship to you: ___________________________________




Please contact my first referee prior to interview:

Yes / No

Please contact my second referee prior to interview:

Yes / No

Have you ever been convicted of a criminal offence?

Yes / No
[Exclude convictions which are spent under the 

Rehabilitation of Offenders (NI Order 1978)]
Have you ever been excluded / barred from working with 
Yes / No

children and/or young people?
Your Qualifications

	Type of Exam (GCSE, NVQ, A Level, Degree etc)


	Subject


	Grade



	
	
	


Are you currently employed?

Yes / No

Current Salary:


______________________

Notice Required:


______________________

Previous Jobs (Start with present or most recent job)


	Name & Address of Employer
	Dates employed & salary
	Type of Job (give brief description of duties)
	Reason for Leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


 [Please attach additional sheet if required]
Declaration

I declare that the information I have given is correct.

Signed:
________________________________

Date:

________________________________

	Job Ref:  FEO/06/17

	Application No:  



Checklist – Fundraising Events Officer

                    (Maternity Cover)  


Name of Applicant:
___________________________________

Please ensure that you complete the following checklist to assist us in the processing of your application. Shortlisting will be base on evidence that you meet the requirements for this post.
	Criteria – Essential

Employment, qualifications/education

Minimum of 2 years’ experience in event management and fundraising. Must be able to demonstrate a successful track record of managing and delivering events to set targets and goals. 
An NVQ Level 3 qualification or equivalent in a relevant discipline eg: Event Management / Fundraising / Marketing. 

	Evidence


	Criteria – Essential
Excellent presentation, organisation and IT skills
Excellent communication skills and ability to communicate effectively at all levels 
Ability to set and achieve objectives and targets within an agreed budget 
Criteria – Essential
Flexibility 

Full current driving licence and/or access to a form of transport which will enable the post holder to carry out all duties 

Eligibility to work in the U.K.

	Evidence
EVIDENCE


	CRITERIA - DESIRABLE
	EVIDENCE

	Successful track record of achievement in sales and/or marketing 
Knowledge and experience of recruiting, managing and developing volunteers at all levels

Experience of working in the voluntary sector 


	


TINY LIFE

FUNDRAISING EVENTS OFFICER (MATERNITY COVER)

JOB DESCRIPTION

POST:
Fundraising Events Officer (Maternity Cover) 


12 months with possibility of extension                                            
ACCOUNTABLE TO:
Head of Fundraising & Communications 
POST BASED AT:
First Floor, The Arches Centre, 11-13 Bloomfield Avenue, Belfast BT5 5AA
HOURS:                 
21 hrs per week
SALARY:                          
NJC Point 23 - 27 (pro rata)
TinyLife is the premature baby charity for Northern Ireland.  The post holder will deliver income targets within an acceptable cost income ratio in accordance with the vision, mission and values of the organisation. 

PRINCIPAL FUNDRAISING RESPONSIBILITIES
· To co-ordinate assigned regional and community level fundraising events, eg: the Pram Push, White Collar Boxing and including agreed events to meet the events budget. 

· To assist corporate sponsors in developing and implementing creative events to raise funds for TinyLife. 

· To make presentations to local groups, i.e. schools, Rotary, Lions, etc (if required) to raise awareness of the work of TinyLife and to encourage fundraising for the organisation. 

· To recruit, develop, motivate and co-ordinate a team of events participants and volunteers. 

· To maintain regular contact with fundraising volunteers, individuals and groups involved in fundraising events. 

· To ensure gift aid opportunities are maximised. 

· To ensure relevant fundraising databases are updated regularly. 

· To communicate effectively with all colleagues in TinyLife about events and PR.

· To work closely with other team members to ensure that good communication exists across the fundraising department and the whole organisation. 

· To ensure that all fundraising activities are in line with the mission, vision and values of the organisation. 

· To ensure that all fundraising activities comply with appropriate legislation, professional standards and the Fundraising Code of Ethics striving towards best practice at all times.

· To prepare comprehensive work plans in order to meet agreed targets. 

· To achieve agreed both financial and non financial objectives at an acceptable cost income ratio.

· To be flexible, to work evenings and weekends as and when required. 

The above statements are intended to describe the general nature and level of work required from this position.  They are not intended to be an exhaustive list of all responsibilities and activities required.  The holder of this post is required to respond with a flexible approach when tasks arise which are not specifically covered in the job description. 

Terms and Conditions of Employment

· Two satisfactory references are required

· Successful applicants must evidence their right to work in the UK (under the Asylum and Immigration Act).  This will be evidenced in the first instance by a passport or other forms of identification that will be outlined if no passport is available.
· Successful AccessNI checks

· Potential employees must provide evidence of driving license.

· Car insurance for business use.

Benefits

· 25 days annual leave plus 12 statutory days (pro-rata)

· 21 hours per week 

· TOIL (time off in lieu) accrual system (monthly) 

· Organisation Pension available (after successfully completing 6 month probation) 

· Free access to Organisation’s Health scheme (after successfully completing 6 month probation)

This job description is not intended to be restrictive or definitive.

It is important to note that the responsibilities of the post may change to meet the requirements of the evolving services that the charity provides.

This post is a regulated position as defined in Article 33 of the Protection

of Children and Vulnerable Adults (NI) Order 2003 (POCVA).

POCVA makes it a legal requirement for organisations to carry out checks against the Disqualification from Working with Children (NI) list and the Department of Education list when proposing to employ an individual in a regulated position.

Appointment to this post is therefore subject to an Access (NI) check which will be carried out for the successful candidate. Having a criminal record will not necessarily debar you from working with TinyLife.  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 with the Police. 

Further information is provided by AccessNI who have produced a Code of Conduct which can be downloaded from the website www.nidirect.gov.uk/accessni
TINYLIFE IS AN EQUAL OPPORTUNITIES EMPLOYER

FUNDRAISING EVENTS OFFICER (MATERNITY COVER)
PERSON SPECIFICATION

This position requires a dynamic, self-motivated and target driven individual who is creative and has an understanding of the sensitivities of the environment.
ESSENTIAL

· Minimum of 2 years’ experience in event management and fundraising. Must be able to demonstrate a successful track record of managing and delivering events to set targets and goals.  

· An NVQ Level 3 qualification or equivalent in a relevant discipline eg: Event Management / Fundraising / Marketing. 
· Excellent presentation, organisation and IT skills

· Excellent communication skills and ability to communicate effectively at all levels

· Ability to set and achieve objectives and targets within an agreed budget

· Flexibility

· Full current driving licence and/or access to a form of transport which will enable the post holder to carry out all duties 
· Eligibility to work in the U.K.

DESIRABLE  

· Successful track record of achievement in sales and/or marketing

· Knowledge and experience of recruiting, managing and developing volunteers at all levels

· Experience of working in the voluntary sector 

MONITORING FORM





 Ref: FEO/06/17
TinyLife is committed to promoting equality, diversity and an inclusive and supportive environment for staff, volunteers and families.

In particular TinyLife will seek to ensure that people are treated equitably regardless of their gender, race, ethnic background, age, disability, socio-economic background, religious or political beliefs and affiliations, marital status, sexual orientation or other inappropriate distinction.

In order to do this, it is necessary to collect information from all employees and job applicants on the key characteristics which relate to equality and diversity in employment.

The information collected will be used for monitoring purposes under the terms of the Data Protection Act 1998.

This part of the application will be treated in the strictest confidence.  

All applicants should complete this section.  The information will also be used for the purpose of monitoring in terms of the principles of equality of opportunity and will not form part of your application.
Please provide information below about yourself that would assist this process 

	Please indicate your religion or the religion to which you would be perceived to 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 a member of neither the Protestant nor the Roman

	 
	

	Catholic Community
	
	


	Please indicate your gender by ticking the appropriate box below:


	
	

	Male

	 
	

	
	
	

	Female
	 
	

	
	
	


	Do you consider yourself to have a disability under the terms of the Disability Discrimination Act 1995, defined as a physical or mental impairment, which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day activities?


	 
	

	Yes
	 
	

	
	
	

	No
	 
	

	If ‘yes’, please state the nature of your disability:

	
	


	Please describe your ethnic origin by ticking the appropriate box below:



	
	
	
	
	
	

	Bangladeshi
	 
	
	Irish Traveller
	 
	

	
	
	
	
	
	

	Black African
	 
	
	Pakistani
	 
	

	
	
	
	
	
	

	Black Caribbean
	 
	
	White
	 
	

	
	
	
	
	
	

	Chinese
	 
	
	Mixed Ethnic Group
	 
	

	
	
	
	
	
	

	Indian 
	 
	
	Other (please specify)
	 
	

	
	
	
	
	
	

	
	
	
	
	
	


This monitoring form should be returned in a separate envelope to:

Monitoring Officer
TinyLife

First Floor
The Arches Centre

11-13 Bloomfield Avenue

Belfast

BT5 5AA
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