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EMPLOYMENT APPLICATION FORM
	Position Applied For:
	 Community and Events Fundraiser (Permanent)


INFORMATION FOR CANDIDATES– Please read before completing application form 

Please complete all sections of this form fully and legibly, either writing in block capitals, or in typescript.  Please read the form carefully before completing it. Please also read any additional information carefully.  Candidates who are short listed for interview will have demonstrated clearly that they meet all the essential criteria and will be shortlisted on the basis of information contained within this application. For those short-listed interviews will take place on Thursday 8th May 2025
If you need to continue onto a separate sheet, please mark that sheet clearly in relation to your answer.  CV’s or similar unsolicited materials will not be accepted in place of or in addition to completed application forms. 

Applicants are not permitted to alter the format or content of the application form in any way. 

The closing date for applications is Monday 28th April at 12 noon.  Any applications received after this date and time will not be considered.  Please send the completed application form by email to:
Email: lynn@childrensheartbeattrust.org or alternatively 
Post: FAO Fundraising Manager, Children’s Heartbeat Trust, Unit HF12, Howard Building, Twin Spires Centre, 155 Northumberland St, Belfast BT13 2JF
Provision of the Monitoring Form is a statutory requirement and is used to assist CHT in monitoring the effectiveness of its recruitment and selection policy and procedures.  It will not be seen by the selection panel.  Should you wish to detach the Monitoring Form and submit it in a separate envelope you may do so.  Failure to comply with the above instructions may render your application form invalid. 
The successful candidate will be required to provide proof of essential qualifications and also provide documentary evidence of their eligibility to work in the United Kingdom.  We are also committed to adhering to the Access NI Code of Practice in relation to requesting disclosure checks where appropriate and processing information in accordance with the code.  Children’s Heartbeat Trust has policies on the Recruitment of Ex-Offenders and Handling of Disclosure Documentation and they are available upon request. 
SECTION 1: PERSONAL DETAILS
	
	

	First Name (s)
	

	Surname Name
	

	Address (inc. Postcode)
	

	
	

	Home Telephone Number:
	

	Personal Mobile number:
	

	Email address:
	

	Do you hold a valid driving licence?   
	

	Do you have the use of a car with business use insurance?
	

	Are you eligible for employment in the UK?
	

	National Insurance Number:
	

	Required notice period
	

	Are you available to work evenings and weekends?
	


SECTION 2: EDUCATION/ QUALIFICATIONS
Please use this section to provide details of your education history, any qualifications attained, membership of any relevant professional bodies, and any additional training which you feel is relevant to support your application.  Please note that proof of qualifications and/or membership of professional bodies may need to be produced. 
	General and Further Education subjects studied:

(e.g. GCSE / O Level / A Level / Degrees / Diplomas)
	Qualifications, Results and Year Obtained:

	
	


Please give details of any training courses attended, which are relevant to your application.

	


SECTION 3: EMPLOYMENT HISTORY 
Please give details of all the jobs you have held, including an explanation of any periods when you were unavailable for work, or were undertaking voluntary work.  Please start with your current or most recent employer.  

	Employer
	Position held
	Main duties and responsibilities
	Dates of employment and reasons for leaving the post

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SECTION 4: INFORMATION IN SUPPORT OF YOUR APPLICATION

Please use this section to provide clear, concise, and demonstrable evidence of how you meet the essential and desirable criteria, as detailed in the Person Specification, giving practical examples and relevant information.  This section will be used for shortlisting purposes, and it is therefore essential that you complete this section fully and thoroughly.  Please use a separate sheet(s) if necessary, ensuring that your name and the post title are stated on them.
	Essential Criteria 1: Knowledge/ Qualifications

Third level qualification OR relevant degree.


	Essential Criteria 2: Experience

(i) A minimum of 2 years’ experience in a Fundraising role OR similar experience in a related discipline e.g. events management/PR/marketing or sales.  (Please state from MM/YY – to MM/YY). 
(ii)A track record of organising a calendar of events within agreed timescales and budgets.

(iii)Thorough understanding and knowledge of the Fundraising environment, techniques and fundraising codes of practice.



	Essential Criteria 3: Administration Skills 
(i) Strong organisational skills, with a structured and methodical approach to work and a clear focus on results.
(ii)Highly proficient in MS Office applications including Word, Excel, PowerPoint.

(iii) Confident in the use of various social media platforms.

(iiii)Ability to manage time effectively and prioritise work to meet deadlines.


	Essential Criteria 4: Communication Skills

(i) Excellent interpersonal and communication skills with the ability to speak and influence a wide range of audiences. A high level of written and oral communication skills.



	Essential Criteria 5: Personal Attributes & Qualities 
(i) Ability to work accountably as part of a small multi-disciplinary team with great interpersonal skills. 
(ii)Passionate about making a difference.

(iii) Self-motivated to work independently and use initiative.


	Essential Criteria 6: Other requirements
(i) Flexible to work occasional evenings and weekends with advance notice.


	Continue on a separate sheet if necessary but please keep answers concise and relevant to the criteria. 


SUPPLEMENTARY INFORMATION
Please state any further information you wish to give in support of your application including details of skills, interests or personal qualities not already mentioned that are of relevance to your application for employment.  Please use a separate sheet(s) if necessary ensuring that your name and post title are stated on them.
	Please continue on a separate sheet(s) as necessary




SECTION 5: SPECIAL REQUIREMENTS
	To ensure equality of opportunity at interview, please state below if there are any special arrangements that you may require for e.g. reasonable adjustments.


SECTION 6: DECLARATION FORM

	Please give details of any convictions for criminal offences, which are not, regarded as “spent” convictions under the Rehabilitation of Offenders (NI) Order 1978 (include nature of offence and sentence)



	


Please Note:
We are required by the Data Protection Legislation to inform you how we will use any personal information that we hold either manually or on computer in relation to this application and any subsequent period of engagement.
This application form and any additional information you provide in support of your application will be held confidentially for a period of one year if you are unsuccessful.
If you are successful it will be held during the period of your employment and after your contract has expired for as long as it is necessary to meet regulatory, funding or other legal requirements. During this time, we will not disclose its contents to a third party unless we believe it is lawful to do so.
SECTION 7: REFERENCES

Please provide the names and full addresses of referees we can contact to provide details of your suitability for this post.  They should not be family members or friends, and one must be your current/most recent employer who has knowledge of your current/most recent work.  Children’s Heartbeat Trust reserves the right to ask for your consent to contact earlier employers. Please Note:  Referees will not be contacted until after the panel has selected suitable candidate(s).  However, this must not be construed as an offer of engagement.

	Name:
	Name:

	Job Title:
	Job Title:

	Organisation:
	Organisation:

	Address:


	Address:

	Postcode:
	Postcode:

	Telephone No.:
	Telephone No.:

	Email Address:
	Email Address:


SECTION 8: PERSONAL STATEMENT

I declare that the information I have provided in this application for engagement is, to the best of my knowledge accurate.  I understand that the provision of false or misleading information in connection with my application or the omission of relevant information may result in rejection of my application, or instant termination of my services, if Children’s Heartbeat Trust has engaged me.  I authorise Children’s Heartbeat Trust to process any personal data given on any part of this form.
Signed:
Date:
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MONITORING FORM

Children’s Heartbeat Trust is committed to ensuring that all eligible persons have equality of opportunity for employment on the basis of ability, qualifications and aptitude for work. To ensure the effective implementation of the Equal Opportunities Policy, all applicants are requested to complete the following questionnaire. 
This questionnaire will be removed from your application form and will be strictly controlled in accordance with the relevant Codes of Practice. (The interview panel will not see this questionnaire.
Community Background:

I am a member of the Protestant community

I am a member of the Catholic community

I am a member of neither the Protestant nor the Catholic community


Gender:

Please indicate whether you are: 
Male 


Female    
Marital Status:

Married

    Single


Other    
Disability

Do you consider yourself to have a disability?        Yes 

No

Are you registered disabled?                      Yes
     No

Ethnic Origin:

White       

Black African 


Black Caribbean
    
Chinese


Indian
      


Of Other Origin (Please Specify)   
When you have completed this form, please enclose it in a separate envelope marked confidential and return with your completed application.
Thank you for your co-operation
