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ARTS CARE APPLICATION FORM
POST – Project Officer - IGNITE
Period of employment: Full Time 37 1/2 hours per week

Fixed Term for 4 Years
Salary: £28,275 (incremental review each year)
Location: Arts Care Office Hub, Connswater Shopping Centre, Bloomfield Avenue, Belfast.

Reports to: Arts Care CEO/Artistic Director

Applicant Ref:
(Office use only)

Please submit completed forms by email
to info@artscare.co.uk
The closing date is 5pm 16 Aug 2024, with interviews later in August 2024. (NB. Applications received after this time cannot be accepted)

APPLICANTS PLEASE NOTE

· Please complete in BLACK INK and FONT ARIAL 12 
· Each section of this form must be fully completed.
· Applicants should particularly note the contents of the Personnel Specification and demonstrate on their application form how they meet the criteria.  
· Only information contained in the application form will be considered at short-listing.
· Canvassing will disqualify.
· Only applications containing all the information which has been sought will be considered.
· CVs will not be considered.
PERSONAL DETAILS
	Surname:

Previous Surname:
	Title: Mr/Mrs/Miss/Ms/Dr

 

	Forename:


	Other Name(s):

	Home Address:

Postcode:
	Correspondence Address:

Postcode:

	Mobile Number:
	Other Contact Number:


	Email Address:

Do you wish to be sent an acknowledgement of receipt via email?             YES/NO

	National Insurance Number:


	Do you hold a current full UK Driving Licence and have access to a car?                               

YES/NO

(This criterion will be waived in the case of an applicant with a disability which debars them from driving a car, but who is able to make suitable alternative arrangements which enables them to perform the full range of duties associated with the post).



GENERAL EDUCATION 
GCSE / ‘O’Levels / ‘A’Levels / NVQ / Secretarial or Equivalent 
	Subjects Passed
	Examining

Body
	Level Attained
	Grade
	Year

	
	
	
	
	


FURTHER EDUCATION

	Certificate/Diploma/Degree
	Awarding Body
	Result
	Date Obtained

	
	
	
	


PROFESSIONAL QUALIFICATIONS

	Name of Professional Body
	Type of Registration
	Professional Registration No
	Date Obtained &
Date of Expiry

	
	
	
	


NB Applicants will be required to produce evidence of those qualifications deemed as essential requirements of the post as detailed in the Personnel Specification, prior to being appointed.

EXAMINATIONS PENDING

	Qualification(s)
	Date to be Taken

	
	


EMPLOYMENT HISTORY – PRESENT POST

	Employer Name and Address:
	Title and Grade (if applicable) of post:



	
	Gross Salary/Wage:  £

	Permanent/Temporary
	If temporary please state method of recruitment:

	Department:
	Date Appointed:
	Day


	Month
	Year

	Location:
	Period of Notice required:




	Principal Duties of Present Post:




EMPLOYMENT HISTORY – PREVIOUS POSTS
	NAME, ADDRESS OF EMPLOYER AND JOB TITLE


	PRINCIPLE DUTIES
	START DATE-END DATE
	REASON FOR LEAVING

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	If you have any gaps in your career history, please include and explain below.


	Please detail any other activities which may be relevant to your application 

(eg. publications, courses attended etc).



REFERENCES

Please name two referees (not relatives) at least one of whom should have knowledge of your present/most recent work and be in a supervisory/managerial capacity.  If you do not wish a reference to be taken up prior to interview please indicate below.

	Name:
	Name:



	Occupation:
	Occupation:



	Address:

Postcode:
	Address:

Postcode:

	Daytime Telephone No:

(Please indicate dialing code)


	Daytime Telephone No:

(Please indicate dialing code)



	Can we contact this referee prior to interview?    
Yes/No
	Can we contact this referee prior to interview?
Yes/No


NB: Whilst the information given in this application is confidential, applicants are advised that legal processes may require the organisation to disclose the form to certain statutory bodies and, in some circumstances open Tribunal.

Please demonstrate by way of providing evidence and examples on how you meet the following essential criteria:
	· Please demonstrate by way of examples and evidence that you hold a third level qualification relevant to the post 
OR

· Please demonstrate by way of examples and evidence that you have a minimum of 2 years experience involved in the coordination, administration and delivery of projects. (200 words max)


	· Please demonstrate by way of providing evidence and examples of your ability to liaise with and organise a diverse group of stakeholders/funders/commissioning agents(200 words max)




	· Please demonstrate by way of providing evidence and examples of your ability to communicate effectively and work as a member of a team. (200 words max)


	· Please demonstrate by way of providing evidence and examples of your good organisational skills and abilities. (200 words max)


	· Please demonstrate by way of providing evidence and examples of your ability to manage a team. (200 words max)



	· Please demonstrate by way of providing evidence and examples of your experience in the use of IT systems. (200 words max)


	· Please demonstrate by way of providing evidence and examples of your experience managing a budget effectively. (200 words max)                                                                                                     



Please demonstrate by providing evidence on how you meet the following desirable criteria:

	· Please demonstrate by way of providing evidence and examples on experience of working in an Arts environment e.g. events planning, front of house, performances, exhibitions. (200 words max)



MEDICAL HISTORY

Whether you have been in employment or not, please give details and dates of all periods of sickness over the past 3 years up to the date of this application

	Nature of sickness/absence
	Date from
	Date to
	No. of days
	Did you consult a doctor?

	
	
	
	
	


Have you ever had to resign, retire or be dismissed from a post because of ill health?
Yes / No

CONVICTIONS/OFFENCES
Have you ever been convicted of any criminal offence?  Yes/No
Is there any reason why you cannot work in regulated activity? Yes/No

	If yes please give details:



Are you currently the subject of a police investigation or do you have any prosecutions pending?  Yes/NO
Please detail below ALL charges, prosecutions, convictions, cautions, bind-over orders – even if they happened a long time ago. You must include any minor matters, any road traffic or motoring offences and any which may be pending.
	


NB:  Having a criminal record will not necessarily debar you from employment with Arts Care. This will depend on the nature of the post, together with the circumstances and background of your offence(s) or other information either contained on a Disclosure Certificate or provided directly by the police. 
To access a copy of our policy on the recruitment of ex-offenders please contact our office.
DISABILITY

Do you require a reasonable adjustment for reasons related to a disability to allow you to:
a) Attend for interview?  Yes/No

	If yes, please give details:




     b) Undertake the duties of this post if successful?  Yes/No

	If yes, please give details:




PERSONAL DECLARATION:

· I declare that all the foregoing statements are true, complete and accurate.

(A candidate found to have knowingly given false information or to have wilfully suppressed any material fact will be disqualified or, if appointed, may be dismissed).

· Are you currently the subject of a referral to, or an investigation by, a professional body?  Yes/No/Not Applicable
· Have you been involved or are you currently involved in any professional or personal, unresolved or pending issue that might undermine your standing ability to do the job?  Yes/No
· I understand that I may be asked to produce formal identification and evidence of qualifications. 

· I confirm that, as far as I am aware, there are no medical reasons that would prevent me from completing all of the duties of this post.

· I agree to Arts Care making any necessary enquiries during the recruitment and selection process.

· I understand that canvassing will disqualify me from the selection process for this post.

· I consent to the information I have provided being used within the context of the Data Protection Act 1998.
· I understand that the offer of this post is conditional on satisfactory references, satisfactory health assessment and Access NI security check.

(Due to the nature of the work of Arts Care (involving access to vulnerable adults and children), the organisation reserves the right to request an Access NI Disclosure for all employees before they are formally offered any available positions).
To access a copy of our policy on the secure handling, use, storage and retention of disclosure information please contact our office. 

You can access a copy of Access Ni’s Code of practice here:

https://www.nidirect.gov.uk/publications/accessni-code-practice 

Signature: ________________________       Date: _______________________

This page may be used to provide further information.

