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Hostelling Infernational N. Ireland




Application Form for the Post of 
‘Hostel Assistant’
Guidelines:  All applicants are advised to read these guidelines before completing the application form.

Please use this form to the best of your ability to demonstrate how you would be suited to the post in question.  If necessary, add a continuation sheet for your answers to one or more specific criteria.  
Only information contained on this application form (and on any continuation sheets) will be used at the shortlisting and interview stages.  Please do not write more than 350 words per criteria, as anything above this will not be considered. Boxes can be expanded for completing applications.
Please complete all sections of the application form and give comprehensive answers with supporting evidence.  
Please do not send a curriculum vitae to accompany this form as it will not be considered as part of the recruitment process.

	Post applied for:



	Full Name: 


	Address for correspondence, including postcode: 




	Mobile Telephone Number: 

                                   


	Email address: 



	Reasonable Adjustments: Do you require any adjustments to enable you to participate in the selection process?  If so, please specify your requirements here.



	Convictions
Have you ever been convicted of a criminal offence (other than a spent conviction under the terms of the Rehabilitation of Offenders (Northern Ireland) Order 1978)? If yes, give details: 



	National Insurance number:


	Employment record over the last 15 years 

(please provide details of any gaps in employment and the reasons for these): 

	Name and address of employer
	Job title and key duties 
	Dates
	Reason for Leaving 
	Salary

	
	
	From (mm/yy)
	To (mm/yy)
	
	

	
	
	 
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Qualifications:

Detail your qualifications - GCSE, A Levels, Further & Higher Education and/or others:  

	Examining Board
	Year & Month
	Subject
	Level


	Result/Grade

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Work Experience including volunteer opportunities:

	From / To
	Name / Address of Organisation
	Nature of Voluntary contribution

	
	
	

	
	
	

	
	
	


Health: Have you any health conditions that would prevent you from carrying out the duties of the job? Yes / No (Delete as appropriate) 


· If yes, give details: 

Eligibility for work: Do you require permission to live and work in the United Kingdom? Yes / No (Delete as appropriate) 

· If Yes – Can you provide the necessary paperwork to prove your entitlement to live and work in the United Kingdom?

Eligibility Criteria
The following section asks you to outline your knowledge and/or competencies to the essential and desirable criteria specified in the person specification for this post.   Please use a continuation sheet as necessary, but do not use more than 350 words for each criterion in total as anything over this word count will not be considered.
The organisation reserves the right not to shortlist candidates where it is unclear that the information provided satisfies the stated criteria.  We also reserve the right to enhance the criteria in the event of a large volume of applicants.  
Essential Criteria
Desirable Criteria
	References 
If successful in the recruitment process, please provide details of two people whom we may approach for a reference about you in a work capacity (one should be your most recent employer). We will not contact your referees without your prior consent.



	Name: 

Address: 

Telephone: 

Email: 

Connection to you: 
	Name: 

Address: 

Telephone:

Email: 

Connection to you:


	
	


	Personal Declaration

 
I confirm that the information provided on this application form is complete and correct and that any untrue or misleading information will give the HINI the right to terminate any employment contract offered either on appointment or subsequently with immediate effect.  
 

	

	Data Protection and GDPR 

 
I consent to the information I have provided in this form being used for:   

· Processing my application for this post, including both manual and computerised records and retaining this information for 12 months after the selection exercise. 
· Transfer to my employment record if I am appointed, including both computerised and manual systems after which it will be held for the duration of my employment and for up to 6 years thereafter.  I understand that this information will be processed and stored per the Data Protection Act 1998. 




	Signature (can be typed): 

Date:  

	
	
	
	


Please return your completed application and equal opportunities forms and signed privacy notice by email to arrive no later than 4 pm on Tuesday 14th January 2025 to:
office@hini.org.uk
The receipt of applications will be acknowledged.  If you have not received an acknowledgement within two weeks of submitting your application, please contact Angela@hini.org.uk
 or Phil@hini.org.uk
Criterion 1: The Hostel Assistants will support the work of the Hostel Manager / Assistant Manager, welcoming guests and checking their details against their bookings, taking messages, and delivering them.  They will allocate guest's rooms and provision of keys.  They will perform cleaning duties in all guest areas, rooms and back of house, consistently offering professional, friendly, and engaging service.  They will respond timely to guests’ special requests for miscellaneous items.  They will utilise HINI’s computerised booking system, working with booking.com and hostelworld.com.  They will complete administrative tasks including recording post/mail, filing and photocopying, and maintaining administrative records including health and safety reports.  They will respond to requests for help and information from customers, preparing room bills and ensuring prompt payments for customers.  They will check guests out and take payments.  They will work directly with the Fire Marshall on site, including all tasks associated with Health & Safety and assist other departments when needed to ensure optimum service to guests, complying with all HINI policies, procedures, and guidelines.





Please meet the criteria listed above in no more than 350 words.


































































































Criterion 1: Experience in Housekeeping and/or experience in the hospitality, tourism, accommodation sector or equivalent.  





Please meet the criteria listed above in no more than 350 words.
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