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Holy Trinity Centre
Administrator 16 Hours
Dear Applicant

Thank you for your application request.  Please find enclosed the following documents for your completion.

· Application Form – to be returned no later than 6/12/24 – 12 pm
· Job Description

· Personnel Specification

This post is a continuing post according to funding, contracts are awarded annually.

We look forward to receiving your completed application.

Yours faithfully

Managers name 
Siobhan Connolly
sconnolly@holytrinitybelfast.org
Job Description

Title


Administrator
Accountable to 
CEO
Reporting to

Counselling Manager 
Hours per week 
16
Location

Holy Trinity Centre
Salary     £10,508.16per annum                     
Responsibilities

· To maintain effective communication channels within the organisation and outside organisations

· To assist in the organisation of the Holy Trinity meetings.

· To man reception, meet and greet

· To take calls from clients, GP’s and any other statutory body’s and collate information. 

· To arrange appointments for clients

· To maintain the filing system

· To maintain data in the computer system using word-processing, databases, and spreadsheets

· To process documents relating to the procurement and purchase of goods and services

· To create and maintain a professional relationship with clients and other members of staff

· To carry out all duties with discretion and confidentiality

· To attend monthly supervision arrangements with Manager, and prepare work report for same

· Any other duties requested by manager.

Essential criteria

The applicant must have:

1. Experience in the use of Office Systems and Procedures

2. Experience of using databases.

3. Experience in the use of I.T. in an office environment

4. Excellent oral and written communication skills,

5. Ability to plan, work and organise under pressure.

6. Ability to work on own initiative as well as part of a team.

7. A commitment to the support and development of Holy Trinity Centre

8. Total flexibility, Rota will require evening and day work

SECTION 3: 
 EMPLOYMENT APPLICATION FORM
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HOLY TRINITY CENTRE

· Please type or write clearly and legibly 

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

· The short listing process will be based solely on an assessment of the strength and quality of the evidence provided in the candidate’s application form.  It is essential therefore, that applicants provide sufficient detail to demonstrate how and to what extent they meet the requirements.

· Please complete all sections of the application using black ink or typescript.

Job Applied For:
         

Surname:

______________________________________________

Forename (s):

______________________________________________

Address:

______________________________________________





Home Tel. No:
             _______________________________________________



Email Address     :
_______________________________________________
EMPLOYMENT RECORD (Please list chronologically, starting with current or last employer)

	Name of Employer

Address of Employer

From

To 

Job Title

Responsibilities

Reason for Leaving

Name of Employer

Address of Employer

From

To 

Job Title

Responsibilities

Reason for Leaving



	Name of Employer

Address of Employer

From

To 

Job Title

Responsibilities

Reason for Leaving

ESSENTIAL CRITERIA

NOTE:  When completing the Essential Criterion section below it is important that you tell us about your relevant skills, knowledge and experience to do the job.  

PLEASE GIVE ROBUST EXAMPLES to illustrate these, providing us with actual evidence, being as specific as possible.

Skills, aptitude, knowledge, and experience
1. Experience in the use of Office Systems and Procedures

2. Experience of using databases.

3. Experience in the use of I.T. in an office environment

4. Excellent oral and written communication skills,

5. Ability to plan, work and organise under pressure.

6. Ability to work on own initiative as well as part of a team.

7. A commitment to the support and development of Holy Trinity Centre

8. Total flexibility Rota will require evening and day work




DISABILITY DISCRIMIATION ACT 1995

	SPECIAL REQUIREMENTS

Please inform us about any special arrangements or adjustments that you may need us to put in place for you in the event that we invite you to interview. This will help us to help you. 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________




REFEREES:

 Please give the details of two work related referees, including one from your current or most recent employer.  Referees will not be contacted without your prior approval. 
	Name: 
	Name:

	Position:
	Position:

	Company:
	Company:

	Address:
Telephone 

Email:
	Address: 

Telephone No.

Email:

	Nature of Relationship: 


	Nature of Relationship: 


VERIFICATION OF INFORMATION

	I certify that all information which I have provided is correct.  I understand that I risk having a job offer revoked or my employment terminated if it is later discovered that I deliberately gave false information here with the intent of deceiving you.
Signature:  ________________________________________     

 Date:______________________


**********Successful candidate will go through Access NI check 
Please complete the separate monitoring form Section 4 enclosed and return it by email to 

sconnolly@holytrinitybelast.org
or by post in a sealed envelope to: 

Siobhan Connolly
Holy Trinity Centre

26 Norglen Gardens, Belfast

BT11 8EL
	Do you have the right to work in the UK?

Note: the organisation will require proof of this right before an offer of employment can be confirmed – e.g., Birth Certificate and/or any other appropriate document required to confirm your right to work in the UK as required by the Asylum and Immigration Act 1996
	Yes           /
	No

	
	
	

	
	
	


 CRIMINAL DECLARATION  

The post for which you are applying is a Regulated Activity Position as defined by the Safeguarding Vulnerable Groups (NI) Order 2007 and also falls within the definition of an ‘excepted’ position as provided by the Rehabilitation of Offenders (Exceptions) Order (NI) 1979.  If you are short-listed for interview you will therefore be asked to provide details of ALL convictions including SPENT convictions which MUST be disclosed and will be subject to verification.  Having a conviction will not necessarily debar your application from being considered.

Thank you for taking the time to complete this application

Section 4: 
      

 EQUAL OPPORTUNITIES MONITORING FORM

Confidential

Reference no______________________

Monitoring Questionnaire 
Guidance Notes:
Holy Trinity Centre is an Equal Opportunities Employer. 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; or whether they have undergone, are undergoing or intend to undergo gender reassignment.

We do not discriminate against our job applicants or employees on any of the grounds listed above. We aim to select the best person for the job and all recruitment decisions will be made objectively.

In this questionnaire, we will ask you to provide us with some personal information about yourself. We are doing this for two reasons.

Firstly, we are doing this to demonstrate our commitment to promoting equality of opportunity in employment. The information that you provide us will assist us to measure the effectiveness of our equal opportunity policies and to develop affirmative or positive action policies.

Secondly, we also monitor the community background and sex of our job applicants and employees in order to comply with our duties under the Fair Employment & Treatment (NI) Order 1998.
You are not obliged to answer the questions on this form and you will not suffer any penalty if you choose not to do so.
Nevertheless, we encourage you to answer the questions below. Your identity will be kept anonymous and your answers will be treated with the strictest confidence. We assure you that your answers will not be used by us to make any unlawful decisions affecting you, whether in a recruitment exercise or during the course of any employment with us. To protect your privacy, you should not write your name on this questionnaire. The form will carry a unique identification number and only our Monitoring Officer will be able to match this to your application.

                                                     Community Background:

Regardless of whether they actually practice a particular religion, most people in Northern Ireland are perceived to be members of either the Protestant or Roman Catholic communities.

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:


If you do not answer the above question, or if you tick the "not a member of either" box, we are encouraged to use the residuary method of making a determination as to your community background on the basis of the personal information supplied by you in your application form.
Sex:

Please indicate your sex by ticking the appropriate box below:
Male:

Female:

Note: If you answer these questions about community background and sex you are obliged to do so truthfully, as it is a criminal offence under the Fair Employment (Monitoring) Regulations (NI) 1999 to knowingly give false answers to these questions.
Age:

Please state your date of birth:________________________________________

Racial Group

Please state your country of birth:

My country of birth is ___________________________________________

Please state your nationality:

My nationality is ________________________________________________

Please indicate which of the following applies to you:


White




Chinese


Irish Traveller



Indian


Pakistani




Bangladeshi


Black Caribbean



Black African


Black Other

Mixed ethnic group (please state which):  __________________________________________

Any other ethnic group (please state which):  ______________________________________

Disability:

Under the Disability Discrimination Act 1995 you are deemed to be a disabled person if you have cancer, multiple sclerosis or HIV infection.
Also, you are deemed to be a disabled person if you have a physical or mental impairment which has a substantial and long-term adverse effect on your ability to carry out normal day-to-day activities.

Do you consider that you are a disabled person?
 Yes:

No:


If you answered "yes", please indicate the nature of your impairment by ticking the appropriate box or boxes below:
Physical impairment, such as difficulty using your arms, or mobility issues requiring you to use a wheelchair or crutches:

Sensory impairment, such as being blind or having a serious visual impairment, or being deaf or having a serious hearing impairment:

Mental health condition, such as depression or schizophrenia:
Learning disability or difficulty, such as
Down's Syndrome or dyslexia, or Cognitive impairment such as autistic spectrum disorder:
Long-standing or progressive illness or health condition,
such as cancer, HIV infection, diabetes, epilepsy or chronic heart disease:


Other (please specify):


Sexual Orientation:

Please indicate your sexual orientation by ticking the appropriate box below:
My Sexual Orientation is:


I am straight:





I am gay or lesbian: 


I am bisexual:

Marital Status/Civil Partnership Status:

Please indicate whether you are married or in a civil partnership by ticking the appropriate box below:

Are you married or in a civil partnership?



Yes:


No:

Dependants I Caring Responsibilities:
Do you have dependants, or caring responsibilities for family members or other persons?

Yes:


No:

If you answered "yes", 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 post your completed application form to:

Holy Trinity Centre

26 Norglen Gardens, Belfast

BT11 8EL
Alternatively, you can e-mail your application form to: 

Email:      sconnolly@holytrinitybelfast.org
Please note
· Monitoring forms should be fully completed 

· Late applications will not be considered

· Applications that are not fully completed will not be considered

· CVs will not be considered 

SECTION 5.

Unfortunately the Holy Trinity Centre website is currently under reconstruction.  Please find below some information relating to the Centre, which you might find useful.

Mission Statement

Holy Trinity Centre aims to meet the educational, social, emotional and health and well-being needs of all who make use of the services provided.  We offer programmes and services which aim to support the community, improve quality of life by providing opportunities for personal and social development, leading to increased self-esteem and confidence.  

Background

Holy Trinity Centre is situated in the Turf Lodge estate in Belfast.  The organisation was established in the early seventies in order to meet the social, educational and health & well-being needs of residents in that community.  Activities have included childcare, senior citizens programme, meals on wheels, arts and crafts, parenting courses, essential skills and computer courses.

Services have developed over the years and Holy Trinity now offers 60 day-care places for working parents, over 400 counselling referrals per year and activities for the “over 50’s” running 48 weeks of the year.

The Centre opens 6 days and 4 evenings a week and 400 people use its facilities and services on a weekly basis.  It employs approximately 20 people and forms part of the Upper Springfield Sure Start and Neighbourhood Renewal strategies, the protect Life, Suicide Intervention Strategy and the Upper Springfield Healthy Living Initiative.

Counselling

Holy Trinity Community Counselling Service offers professional, confidential support to children, young people and adults.  Counsellors employed by and affiliated to Holy Trinity Centre are trained to work with many issues: bereavement, relationship issues, addictions, depression, anxiety, self-harm, suicide, trauma etc.  Referrals are made by GP’s, Health Workers, Education Workers, family, friends and the individuals themselves.  All the Counsellors work within the ethical guidelines set down by the British Association of Counselling and Psychotherapy (BACP).

Childcare

Holy Trinity’s Day-care offers a quality service that provides a safe, stimulating and friendly environment for pre-school children.    The Day-care facility is Social Services approved and staff hold qualifications in NVQ’s, First Aid, Child Protection, and Speech and Language.

Centre Activities

Holy Trinity’s Senior Citizens Programme is designed to reduce isolation amongst our more mature citizens and provide them with the opportunity to get out of the house, catch up with other members of the group and stay active.  The Senior Citizens meet twice a week in the Centre for lunch.  Activities such as armchair aerobics, arts & crafts and bingo are also enjoyed.  External organisations also use the Centre to offer advice and support to senior citizens, for example: community safety, welfare rights and healthy advice.  Other activities include shopping trips, theatre trips and holidays.  

Other groups to use the Centre facilities are: Spread, Action on Disability, chiropractor, prayer group.

Values

The Centre expects all staff and volunteers to embrace the principles of equality and acceptance, to acknowledge people’s worth and self-determination and to maintain confidentiality in all their work and dealings with colleagues and clients.  











26 Norglen Gardens, Belfast, BT11 8EL.
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