Dear Applicant
Please find enclosed an application pack for the post of Receptionist / Administrative support worker  (Temporary, Part-time, 1 year fixed term) which should contain the following items:

· Application Form and Application Checklist

· Monitoring Form

· Job Description and Personal specification

PLEASE READ THE FOLLOWING INFORMATION CAREFULLY

1. Your application pack contains information about PIPS Newry & Mourne 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: 


Thursday 17th  August 2017 at 3.00pm. 
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: 


Friday 18th August  2017 at 12.00noon.  

· 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 PIPS Newry & Mourne.  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 FOR THE POST WILL TAKE PLACE 
WEEK BEGINNING 28th AUGUST 2017 
Applications should be returned no later than

 Thursday 17th August 2017 at 3.00pm to:

Senior Manager 
PIPS Newry & Mourne 
30 Kilmorey Street
Newry
Co Down BT34 2de
or

dympna@pipsnewryandmourne.org 
Job Description

Job Title

Administration Officer/Receptionist

Hours                         20 Hours

Location

PIPS Newry & Mourne, 30 Kilmorey Street, Newry, CO Down BT34 2DE 

Salary


£15,750 Pro Rata 

Term


12 months 




Responsible to            Senior Manager 

Annual Leave              24 days per annum plus statutory days (pro-rata)

MAIN DUTIES

1. To respond sensitively and appropriately to all enquiries relating to the work of PIPS Newry & Mourne 
2. Attend to visitors and clients on arrival
3. Deal with inquiries on the telephone and computer
4. Provide information on the organisation to callers
5. Take and relay messages to staff

6. Greet persons entering the building

7. Ensure that all persons sign the visitor register in and out of the building

8. Issue identity badges to all visitors if required
9. Ensure knowledge of staff movements in and out of organisation

10. General administrative receptionist duties

11. Receive and sort mail and deliveries

12. Tidy and maintain the reception area
13. To assist with the implementation and upkeep of financial systems
14. To assist with the setup and operation of appropriate administrative systems to ensure the smooth running of PIPS Newry & Mourne

15. To assist with the preparation and collating of PIPS Newry & Mourne reports, papers and information
16. To assist in the provision of data and information as required
17. To assist in the coordination of all training/conferences/seminars/information sessions/meetings/fundraising events etc
18. To assist in organising events/launches as required
19. To undertake any other reasonable duties as required by PIPS Newry & Mourne 

20. To help the creation of a relaxed and friendly atmosphere which will maintain and enhance the quality of care to each client and maximise their opportunities for choice
21. To be responsible for both personal and professional attitude and behaviour when interacting with fellow colleagues and service users
22. To communicate effectively with other professionals who also provide services to PIPS Newry & Mourne service users
23. Observe and carry out health and safety procedures in respect of oneself, colleagues and the public
24. Participate in staff, team and project meetings on a regular basis

25. To publicise and promote the aims objectives of the organisation
26. To adhere to all policies and procedures as laid down within the Organisations Staff Handbook

The duties and responsibilities of this job description are neither definitive nor restrictive and can be modified to meet the changing needs of the organisation.  The organisation is committed to providing the highest possible quality of service to its clients and the community.  Members of staff are expected at all times to provide a caring service to treat those with whom they come in contact in a courteous and respectful manner.

PERSONAL SPECIFICATION

ESSENTIAL:

· 5 O’Levels/GCSE’s Grades A – C

· Minimum of 2 years administrative work experience 

· RSA Stage 2 Typing or Word Processing
· Experience in the use of Microsoft Office
· I.T. Qualification (eg ECDL)

· Experience of establishing and managing databases

· Experience of Diary and Event management
· Ability to work sensitively with vulnerable people and bereaved families

· Can demonstrate an understanding of the importance of confidentiality
· Good communication skills, both oral and written

· Good time management and organisation skills
DESIRABLE:

· Experience of working to a voluntary management committee

· Experience of working within the voluntary/community sector

· Minimum 1 years financial administration experience

· SAGE Payroll & Accounts

· Experience of minute taking and recording

· Ability to establish and maintain manual filing systems

· The capacity to keep cool under pressure and retain a sense of proportion and fun in a busy and demanding work environment 
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· Please write clearly (type or block capitals)

· All information will be treated in confidence and will be used by PIPS Newry & Mourne  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]
Other Information

1.
Please indicate why you are interested in this position.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.
Please include any other information which you feel may be of interest in considering your application.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Declaration

I declare that the information I have given is correct.

Signed:
________________________________

Date:
________________________________

	Job Ref:  PIPSFC/ 2/17
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Checklist – Receptionist – Administrative Support worker 
                    (Fixed term)  
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Name of Applicant:
___________________________________

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

	Criteria – Essential

5 O`Levels / GCSE A – C  

Minimum 2 years’ administrative work experience 
RSA Stage 2 Typing or Word Processing / Business Admin NVQ level 2 
Experience in the use of Microsoft Office
IT Qualification (eg ECDL)

Experience of establishing and managing databases
Experience of Dairy and Event management 
Ability to work sensitivity with vulnerable people and bereaved families 
Can demonstrate an understanding of the importance of confidentially 


	Evidence




	CRITERIA - DESIRABLE
	EVIDENCE

	Experience of working within a voluntary / community sector 
Minimum of 1 year financial administration experience
SAGE Payroll  & Accounts 
Experience of minute taking and recording
Ability to establish and maintain manual filing systems 


	


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

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

ACCESS NI  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 PIPS Newry & Mourne .  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
MONITORING FORM





 Ref: PIPSFC/ 2/17
PIPS Newry & Mourne is committed to promoting equality, diversity and an inclusive and supportive environment for staff, volunteers and families.

In particular PIPS Newry & Mourne  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 under separate cover to:

Monitoring Officer

PIPS Newry & Mourne 
30 Kilmorey Street
Newry

Co Down

BT34 2DE 

PAGE  
1

