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CHILDREN’S LAW CENTRE
APPLICATION PACK
POLICY & PUBLIC AFFAIRS OFFICER
January 2025
CHILDREN’S LAW CENTRE

Rights House, 127-131 Ormeau Road, Belfast, BT7 1SH
Telephone  (028) 90 245704

APPLICATION FOR THE POST OF:

POLICY & PUBLIC AFFAIRS OFFICER
Ref:  ____________ (for CLC purposes only)
CLOSING DATE: 5pm, Monday 10th February 2025
NAME OF APPLICANT   ________________________________________

PLEASE COMPLETE THIS APPLICATION IN FULL.

DO NOT SUBSTITUTE A READY- MADE CURRICULUM VITAE.
OFFICIAL USE

Interviewed  ____________________________

Date application received  _________________

CHILDREN’S LAW CENTRE

APPLICATION FOR EMPLOYMENT

PLEASE TYPE OR COMPLETE IN BLACK INK.

JOB APPLIED FOR:                                                     
 __________         POLICY & PUBLIC AFFAIRS OFFICER________
1. PERSONAL INFORMATION

	SURNAME:
	FIRST NAME:



	PERMANENT ADDRESS:

POSTCODE:

HOME TELEPHONE NO:

      (MOBILE) : __________________      (WORK) : ___________________




2. EDUCATION

2.1 
PLEASE GIVE HERE RELEVANT DETAILS OF POST PRIMARY EDUCATION AND QUALIFICATIONS INCLUDING DETAILS OF PROFESSIONAL QUALIFICATIONS.

	TYPE OF SCHOOL/

COLLEGE ETC.
	FROM/TO 
	SUBJECTS STUDIED
	QUALIFICATIONS

(With Dates)

	
	
	
	


2.2 
OTHER TRAINING

PLEASE GIVE INFORMATION ABOUT ANY OTHER TRAINING COMPLETED WHICH YOU WOULD LIKE TO DRAW TO OUR ATTENTION.
	


3. EMPLOYMENT HISTORY (if applicable)
PLEASE LIST ALL PERIODS OF EMPLOYMENT STARTING WITH MOST RECENT
	JOB TITLE
	FROM/TO
	NAME AND ADDRESS OF EMPLOYER
	AREAS OF RESPONSIBILITY
	REASON FOR LEAVING

	
	
	
	
	


4.  SUPPORTING STATEMENT

SHORTLISTING WILL BE CARRIED OUT ON THE BASIS OF HOW WELL CANDIDATES ADDRESS ALL THE CRITERIA CONTAINED IN THE ‘PERSON SPECIFICATION’ (text boxes will expand as you type).  Please limit your responses to each question to no more than 200 and give examples where appropriate.  Text boxes will expand as you type.
Please outline how you meet the following criteria:

ESSENTIAL CRITERIA
4.1 
Please outline your relevant third level qualification OR at least two years’ experience in legislative and policy commentary.
	


4.2
Please outline your awareness of domestic and international equality and human rights standards and mechanisms.
	


4.3
Please outline your understanding of the policy environment in which CLC operates.
	


4.4
Please outline your knowledge of legislative processes, policy developments and processes in Northern Ireland.
	


4.5
Please outline your knowledge of the political context and structures in Northern Ireland.
	


4.6
Please demonstrate at least one years’ experience in a campaigning, advocacy and influencing environment.
	


4.7
Please outline your experience of giving presentations on policy issues to a range of audiences.
	


4.8
Please outline your experience of working effectively as part of a team as well as with a range of external partners and stakeholders.
	


5.0 Ability/Aptitude/Skills (ESSENTIAL)
5.1
Please outline your ability to initiate, plan and prioritise a varied workload.
	


5.2
Please outline your excellent written and oral communication skills and ability to handle complex situations with tact and diplomacy.
	


5.3
Please outline your excellent analytical, advocacy and presentation skills. 
	


5.4
Please outline your excellent planning, time management and organisational skills.
	


5.5
Please outline your ability to communicate effectively with children and young people (or willingness to undertake training in order to develop these skills).
	


5.6
Please demonstrate your high level of ICT literacy.
	


5.7
Please outline your willingness to travel as required to carry out duties of the post.
	


5.8
Please outline your willingness to participate in strategic and operational planning.
	


6.0 ETHOS (ESSENTIAL)

6.1
Please demonstrate your commitment to the ethos of the Children’s Law Centre.
	


6.2
Please outline your commitment to children’s rights.
	


6.3
Please outline your commitment to the principle of equal opportunities.
	


6.4
Please outline your commitment to children’s participation.

	


7.0 
DESIRABLE KNOWLEDGE AND EXPERIENCE

7.1
Please outline your knowledge of the UN Convention on the Rights of the Child and of children’s human rights standards.
	


7.2
Please outline your knowledge of the law in Northern Ireland as it relates to children.
	


7.3
Please outline your knowledge of the voluntary and community sector in Northern Ireland.
	


7.4
Please outline your knowledge and/or experience of the children’s rights sector in Northern Ireland.
	


7.5
Please outline your knowledge of current key children’s legislative and policy developments in Northern Ireland.
	


7.6
Please outline your experience of having undertaken legislative or policy commentary from a children’s rights perspective.
	


7.7
Please outline your experience of working on equality issues.
	


7.8
Please outline your experience of working with the media.
	


7.9
Please outline your experience of working directly with children and young people.

	


8. 
REFERENCES
Two references are required and should have knowledge of you in an academic, professional or employment capacity, one of which should be a current or most recent employer.  (Referees should not be members of your family)
References will only be taken up in the event of you being considered for the offer of employment.

1. Present / most recent employer

2. Second referee

	NAME:
	NAME:



	ADDRESS:

POSTCODE:

TEL NO:

Capacity in which known to you:


	ADDRESS:

POSTCODE:

TEL NO:

Capacity in which known to you:




SIGNATURE:________________________  DATE:_______________________

A CANDIDATE FOUND TO HAVE KNOWINGLY GIVEN FALSE INFORMATION OR TO HAVE WILFULLY SUPPRESSED ANY MATERIAL FACT WILL BE LIABLE TO DISQUALIFICATION, OR IF APPOINTED TO DISMISSAL.

PLEASE RETURN COMPLETED APPLICATION FORM MARKED CONFIDENTIAL TO:

EMAIL: reception@childrenslawcentre.org
Closing date for completed applications is 5pm on Monday 10th February 2025.

Children’s Law Centre

PRIVATE AND CONFIDENTIAL

NAME  ____________________________                     REF:  ________
    (for CLC purposes only)
Please answer the following questions and return this form with your application

REASONABLE  ADJUSTMENT ENQUIRY

Do you have a disability in respect of which you would like the Children’s Law Centre to consider making reasonable adjustments to facilitate you undertaking the post?       YES/NO  (delete as applicable)

If YES please give details:
CAUTION OR CRIMINAL CONVICTIONS ENQUIRY

Do you have any convictions that are not ‘protected’ as defined by the rehabilitation of Offenders (Exceptions) (Northern Ireland) Order 1979, as amended in 2014?       YES/NO (delete as applicable)
If yes, please give details.

Unprejudiced consideration will be given to candidates who declare cautions or criminal conviction(s) unless their offence(s) is/are manifestly incompatible with the post in question. 
	


VETTING:
As this post will involve contact with children and young people the successful applicant will be subject to an Access NI check.

Children’s Law Centre 

Employee Monitoring Questionnaire 

PRIVATE AND CONFIDENTIAL

EQUALITY OF OPPORTUNITY



REF: ________ 
(for CLC purposes only)
We are striving to become an Equal Opportunities employer. We do not discriminate on grounds of religious belief, political opinion, age, gender, disability, sexual orientation, race, marital or dependant status. We practice equality of opportunity in employment and select the best person for the job.

To demonstrate our commitment to equality of opportunity in employment, we need to monitor the community background of our employees as required by the Fair Employment Act 1989.

Regardless of whether we practice our religion, most of us in Northern Ireland are seen as Catholic or Protestant. We are therefore asking you to indicate your community background by ticking the appropriate box below.
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PRACTICE MANAGEMENT STANDARD

THE LAW SOCIETY





I am a member of the Protestant community






I am a member of the Roman Catholic community 
         

I am a member of neither the Protestant or 

Roman Catholic community 



    


Could you please indicate whether you are:
 Female                 Male 

If you do not complete this questionnaire, we are encouraged to use the ‘residuary’ method which means that we can make a determination on the basis of personal information on this file.

Note:
It is not compulsory for you to answer the above questions. However, we would stress that it is a criminal offence under the legislation for a person to “give false information in connection with the preparation of a monitoring return”.
	DATE OF BIRTH:

                          Day                    Month              Year




MAIN TERMS AND CONDITIONS OF WORK

Job Title: 

Policy & Public Affairs Officer
Reports to:

Policy & Public Affairs Manager


Location:  
Children’s Law Centre, Rights House, 127-131 Ormeau Road,
Belfast, BT7 1SH - hybrid working is available subject to approval

Hours:  

21 hours per week

Grade/Band:
NJC Point 22-24. £32,654-£34,314 full time equivalent (pro rata 21 hrs per week)
Pension:
5% Employer contribution moving to 7% on successful completion of probationary period

Probation:
6 months

Holidays:
25 days annual leave + 12 days public/bank pro rata

CLOSING DATE FOR 

APPLICATION: 
5pm, Monday 10th February 2025.


DATE OF INTERVIEW:

W/c 24th February 2025
COMPLETE APPLICATION FORMS SHOULD BE EMAILED TO reception@childrenslawcentre.org 
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Rights House
www.childrenslawcentre.org

127-131 Ormeau Road
                 Tel (028) 90245704

Belfast BT7 1SH
Fax (028) 90245679


