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Application form received on __________
HR’s reference ________  (for office use only)

Application for appointment as:
Employability Support Officer

Name of applicant:


Address:




(Complete in block capitals)



Preferred contact

telephone number:



This form must be returned no later than Tuesday 17 September 2024 at 12 noon to:
Lianne Carlile, West Belfast Partnership Board, Unit 11 Curran House, Twin Spires Centre, 155 Northumberland Street, Belfast, BT13 2JF 

E-mail: lianne@wbpb.org
Guidance notes for completion of application forms:

Please also see the job description and personal specification, briefing paper and monitoring form for this post.

Please refer to the job description and personal specification, as candidates are only short-listed for the next stage of
the recruitment process on the basis of information contained in the application form which meets the criteria detailed in the personal specification.

Please ensure all questions are answered and that you fully complete the application form in either black ink or typewritten Arial font 11.
You must complete the relevant information relating to your experience or competence in the relevant section or box provided. If you submit this information in another ‘box’ or section, it will not be considered by the short-listing panel.
Application forms which are received after the above time and date will not be considered.  No additional information in support of your application form, will be accepted after the closing date and time for receipt of applications.
Applications will be accepted by post or email.

CVs must not be included and will not be considered.  Please attach additional sheets if required. 

If successful, you will be required to produce official original proof of any qualifications supporting your application.

West Belfast Partnership is an equal opportunities employer and welcomes applications from all sections of the Community.

A.  PERSONAL DETAILS
(Complete in block capitals):
Name:
(a)  Mr, Mrs, Miss, Ms:
  

(b)  Surname:


(c)  Forenames:


Address:

Contact telephone numbers (home, business, mobile):

E-mail Address:

National Insurance number:

B.  EDUCATION 
Particulars of education after 11 years of age:

	
Type of school, college of further education or university attended

(Please do not state name of secondary level school you attended):
	Dates of attendance:



	
	


Particulars of qualifications obtained - (GCSE, GCE, CSE, RSA/OCR, NVQ, HNC/HND, degrees etc): Please state marks, grade or level of qualification as this may be used in shortlisting – please refer to the personal specification

	Year:
	Examining body:
	Level of

qualifications

obtained:
	Subject:
	Marks or

grade:

	
	
	
	
	


Continue on a separate sheet if necessary
C.  EMPLOYMENT RECORD
Please start with your present or most recent employment and continue on separate sheet if necessary.

	From
	To
	Name and address

of Employer
	Position Held

and Main Duties
	Grade/Salary


	Reason for Leaving

	
	
	
	
	
	


Continue on a separate sheet if necessary 

D.  EXPERIENCE/KNOWLEDGE
Please note that only those candidates who have best demonstrated they meet the requirements of the post will be short listed.
Essential Criteria 

	1.  Applicants must, as at the closing date for receipt of applications,
A minimum of 5 GCSE’s including maths and English.
AND
be able to demonstrate on the application form, providing personal, specific examples, in all the following areas:

· Demonstrable successful outcomes through partnership working with some of the following groups: elected representatives, statutory, community and voluntary sector.

· A demonstrable ability to source, signpost or provide soft care and after care for participants.

· Demonstrate an understanding of BCC employment academies other relevant employment led programmes.

Continue on a separate sheet if necessary

	2.
Applicants must be able to demonstrate on the application form, providing personal, specific examples, evidence of the following competencies:
· Work Planning: The ability to work independently, to use initiative to identify forward plans, prioritise and monitor work to meet agreed objectives. 

· Excellent communication and presentation skills: both written and oral.

· Team-working and leadership: Experience of effective team working and leadership qualities, with a view to encouraging, influencing and persuading stakeholders to achieve project objectives.

· Consultation and Engagement: an understanding and experience of consultation processes and community engagement processes.

· ICT Skills: A basic working knowledge of Office 365 software packages to advance business objectives.

Continue on a separate sheet if necessary

	3. 
Applicants must be able to demonstrate of the following competency:
· A broad knowledge of the work of the BCC’s Economic Development Unit and their employment Academies.

Continue on a separate sheet if necessary


Desirable Criteria
	9.  
Please demonstrate experience of the following:

· Use of social media and web-site.
· Knowledge of the socio-economic background of communities in Belfast.

Continue on a separate sheet if necessary


E.  HEALTH
How many days have you been absent from work owing to illness in the last 2 years? _________
F.  REFERENCES
Please give the names, addresses and occupations of two persons not related to you, to whom references may be sent.  One of your referees must be either your current or previous employer and both should be able to comment on your ability to carry out the particular tasks of the job.  If you do not wish us to contact your present employer, please provide your most recent previous employer: (NB AN EMPLOYER’S REFERENCE WILL BE REQUIRED BEFORE APPOINTMENT)
	1. Current or previous employer (if any):

Name:

Occupation 

Address (including post code):

Contact telephone number:


	2. Other employer or nominated character referee:

Name:

Occupation 

Address (including post code):

Contact telephone number:




	Notice required to terminate present position:

	


G.  DECLARATION

I hereby declare that the information given on this application, is to the best of my knowledge, true and correct.  I also agree that any misrepresentations by me will lead to disqualification of this application, the withdrawal of any offer of employment or my employment being terminated with out any obligation or liability to West Belfast Partnership Board other than for services rendered.



Signed








Date: 
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