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	Application For Employment


For Office Use Only
	Job Reference No:
	

	Applicant Reference No:
	


Vacancy Details

	Position
	

	Closing Date
	


Information for Candidates - please read before completing application form

· Please complete all sections of the form fully, either writing in block capitals, or typescript.

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

· Applicants must ensure that all the information is provided within this form.  Supplementary material such as CVs, will not be considered as part of the application process.
· You should use this form to highlight relevant and appropriate experience, in accordance with the required competencies and essential & desirable criteria outlined in the Personnel Specification.
· Please return the completed application form to: The Vine Centre, 193 Crumlin Road Belfast BT14 7AA.  Applications must be submitted by no later than 5.00pm on the stated closing date.
· Please ensure that you return the Monitoring Form in the sealed envelope provided, and not attached to your completed application form.
· Failure to comply with the above instructions may render your application form invalid.

Section 1: Personal Details
	Title
	

	Forename(s)
	

	Surname
	

	Address
	

	
	

	Post Code
	

	Contact Telephone Numbers
	Landline
	

	
	Mobile
	

	Email Address
	

	National Insurance Number
	
	
	
	
	
	
	
	
	

	Are you eligible to take up employment in the United Kingdom?
	

	Note: the successful applicant will be required to provide evidence that they are entitled to work in the UK, as required by the Immigration, Asylum and Nationality Act 2006.

	Do you have a valid driving licence?
	

	Do you have access to a car?
	


Section 2: Education and Training

Please use this section to provide details of your education history, any qualifications attained, membership of any professional bodies, and any additional training which you feel is relevant to support your application.  Please note that proof of qualifications will be required, if those qualifications form part of the criteria.
Education

	Subject
	Level
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Further Education

	Qualification
	Subject
	Grade

	
	
	

	
	
	

	
	
	

	
	
	


Accredited Qualifications/Training
	Qualification
	Level
	Date Obtained

	
	
	

	
	
	

	
	
	

	
	
	


Other Training
	Course
	Provided By
	Date Completed

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


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.

Your current/most recent employment

	Employer
	

	Address
	

	Post Code
	

	Job Title
	

	Main Duties/Responsibilities
	

	Date Appointed
	

	Date of Leaving (if relevant)
	

	Contract (Permanent/Fixed/Casual)
	

	Notice Period Required If Successful?
	

	Reason for Leaving/Seeking New Employment?
	


Previous Employment/Experience
	Dates From/To
	Employer’s Name & Address
	Job Title/Main Duties
	Reason for Leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Gaps in Employment
	Please provide information of any gaps in your employment history

	Dates From/To
	

	
	

	
	


Other Employment

	Please use this section to detail any other employment which you may continue with if you were to obtain this position

	


Disability

	Do you consider yourself to have a disability (under the Disability Discrimination Act 1995) that would require adjustments for the selection process and in order to carry out the duties entailed in this post?

If your answer is yes, please specify any adjustments required:

	


Access Northern Ireland

Section 4: Disclosure of Criminal Record
1. For completion by all applicants

	Have you been involved or are you currently involved in any disciplinary action or legal proceedings which may undermine your standing ability to do the job?

If you have said ‘yes’ please provide details using the space below:
	
Yes


No

	
	


2. For completion by applicants for general posts

	As the nature of the post you are applying for is not exempt from the Rehabilitation of Offenders Legislation, i.e. positions that DO NOT involve working with vulnerable groups – children, young people and adults. You should declare ‘unspent’ convictions only.

Have you ever been convicted of a criminal offence (‘Unspent’ only)?

If you have said ‘yes’ please give us details of all offenses, penalties and dates using the space below. Give as much information as you can including the offence, the approximate date of the court hearing and the court which dealt with the matter.
	Yes 

No

	
	


3. For applicants for posts working with vulnerable groups – children, young people or adults

	Defined as ‘Excepted’ by The Rehabilitation of Offenders (Exceptions) Order (NI) 1979 (amended 1987, 2001, 2003, 2009) or as a ‘Regulated Activity’ (as defined by The Safeguarding Vulnerable Groups (NI) Order 20017, you must declare ALL convictions, cautions, reprimands or final warnings on your criminal record both ‘spent’ and ‘unspent’.

Have you ever been convicted of a criminal offence or cautioned, reprimanded or given a final warning by the police? (‘Spent’ & ‘Unspent’)

If yes, please give us details of all offenses, penalties and dates using the space below. Give as much information as you can, including if possible the offence, the approximate date of the court hearing and the court which dealt with the matter.
	
Yes


No 

	
	


4. Barred lists

	A barred list is a list currently held by the Independent Safeguarding Authority (ISA) that provides details of individuals barred from working with vulnerable groups. Have you been referred for inclusion on the Children’s Barred List or the Adults Barred List, which would prevent you from working with these groups?

Note: It is against the law for The Vine Centre to employ someone for this kind of work if they know they are on one of the barred lists.
	
Yes 

No 

	
	


Section 5: Meeting the Personnel Specification Criteria 

Please use this section to provide clear, concise, and demonstrate evidence of how you meet the essential and desirable criteria, as detailed on the Personnel Specification.  This section will be used for shortlisting purposes, and it is therefore essential that you complete this section fully and thoroughly.
Applicants must adhere to the following:

· All essential criteria, and any applicable desirable criteria, followed by an explanation of how you meet that particular criterion.

· Provide concise and easy to follow explanations to demonstrate how you meet each particular criterion. 
· Bullet points are not acceptable, and any non-relevant details should be omitted.

· Applicants will not be penalised if the full space provided is not utilised for each criterion.
· You must not go beyond the space provided in this section to provide evidence of your experience, competencies and knowledge.  Any additional information beyond the space allocated in this application form will not be considered.

Please note that failure to comply with the instructions above, and/or failure to provide evidence of required essential criteria will result in your application being invalidated.

Essential Criteria: Qualifications / Attainments
	· Completed Wiser Adviser training to Casework / Specialist Level

	


Essential Criteria: Relevant Experience
	· At least 1 year’s experience of a similar role, in a paid or unpaid capacity, gained in the last 3 years 
· Experience of negotiating with creditors on behalf of clients.

	


Essential Criteria: Knowledge 
	· Understanding of confidentiality 
· Understanding of current issues around money/debt advice

	


Essential Criteria: Skills 
	· Good standard of literacy and numeracy 
· Excellent verbal and written communication skills 
· Proficient in using IT 
· Ability to manage and prioritise an ongoing caseload, and meeting associated deadlines
· Experience of case recording work on behalf of clients 
· Ability to understand complex information, and to work with accuracy and attention to detail

	


Essential Criteria: Personal Attributes
	· Friendly and approachable manner 
· A sympathetic, non-judgemental attitude towards service users 
· Confidence in dealing with creditors and others 
· Commitment to the aims and values of the service 
· Ability to work on own initiative, and organize own work 
· Ability to develop and maintain good working relationships with other staff

	


 Desirable Criteria: Qualifications/Attainments
	· Completed Wiser Adviser training to Court Representation/Supervision Level 
· Completed DRO Intermediary Training 

· Third level qualification in relevant discipline e.g. Law, Finance 
· IMA Certification
· IT qualification  

	


Desirable Criteria: Knowledge
	· Knowledge of social policy

	


Desirable Criteria: Skills
	· Research Skills 
· Report Writing

	


Section 6: Additional Information in Support of Your Application

Please tell us why you have applied for this position, and what you could bring to the role to add value to the Organisation.

	


Please provide detail of any further information which you feel is relevant to your application for this position.  (e.g.  Experience of volunteering/specific experience)

	


Section 7:
Referees

	Please state the names and addresses of two referees of whom confidential enquiries will be made as to your skills, experience and work performance.  (Both should be familiar with your work, and at least one should be your present or most recent employer.  Neither referee should be a relative).



	
	Referee 1
	Referee 2

	Name

	
	

	Relationship to you

	
	

	Position Held

	
	

	Company Name and address (including postcode)


	
	

	Telephone No

	
	

	Email Address
	
	

	May we contact this person prior to interview?  (Please tick the appropriate box)


	
	Yes
	
	Yes

	
	
	No.  This person may not be contacted unless a job offer has been made.
	
	No.  This person may not be contacted unless a job offer has been made.


How much notice are you required to give your current employer?

	


Do you have any pre-booked holiday arrangements which the Organisation needs to be aware of in respect of you availability?

	


Section 8:
Declaration and Signature
Data Protection Act

The Data Protection Act 1998 (“The Act”) sets out certain requirements for the protection of your personal information against unauthorised use of disclosure. The Act gives you certain rights.
Except to the extent we are required or permitted by law, the information which you provide in this application form and any other form obtained or provided during the course of your application (“the information”) will be used solely for the purpose of assessing your application.

UNSUCCESSFUL APPLICATIONS: if your application is unsuccessful/ you choose not to accept any offer of employment we make, the information will not be held for longer than one year (in line with professional guidelines) after which time it will be destroyed, although relevant information will be retained in the longer term to facilitate our Equal Opportunities Monitoring obligations.
SUCCESSFUL APPLICATIONS:  if your application is successful, the information will form part of your Personnel File and we will be entitled to process it for all purposes in connection with your employment. So that we may use the information for the above purposes and on the above terms, we are required under the Act to obtain your explicit consent (see point 6 below). 
Declaration

1. I confirm that the information contained in this Application for Employment is complete and correct and that any untrue, omitted or misleading information will give my employer the right to disqualify my application or terminate any employment contract offered.
2. I agree that The Vine Centre reserves the right to require me to under a medical examination. (Should we require further information and wish to contact your doctor with a view to obtaining a medical report, the law requires us to inform you of our intention and obtain your permission prior to contacting your doctor). I agree that this information will be retained in my personnel file during employment and up to six years thereafter and understand that information will be processed in accordance with the Data Protection Act.
3. I agree that should I be successful in this application, I or The Vine Centre will, if required, apply to Access Northern Ireland for an Enhanced Disclosure Certificate of criminal records, including ‘spent’ and ‘unspent’ convictions.
4. I agree that The Vine Centre may apply to my previous employers for references. I understand that should I fail to do so, or should the disclosure of reference not be to the satisfaction of The Vine Centre, any offer of employment may be withdrawn or my employment terminated. 
5. I confirm that there are no medical reasons which would stop me from carrying out the duties of the job.
6. I consent to the use of my personal information for the purpose and on terms as set out in the Data Protection section of this Application for Employment.
Signed:
______________________________

Date:
_____________________
Print Name:
______________________________
CANVASSING WILL DISQUALIFY

VINE CENTRE LTD IS AN EQUAL OPPORTUNITIES EMPLOYER

We therefore welcome applications from all sections of the Community.

PLEASE REMEMBER APPLICATIONS RECEIVED AFTER THE CLOSING DATE WILL NOT BE ACCEPTED.
	How did you hear about this vacancy? 
	Vine Centre Facebook
Job Centre Online

Community NI Website


Internal Advertisement


Access NI is a criminal history disclosure service established by the Government under Part V of the Police Act 1997. As an organisation using Access NI to help assess the suitability of applicants for positions of sensitivity and trust Vine Centre Ltd complies fully with Access NI’s Code of Practice (copy available upon request).


Further information on Access NI and the disclosure process can be found on � HYPERLINK "http://www.nidirect.gov.uk/accessni" �www.nidirect.gov.uk/accessni� or by calling the Access NI Helpline on 0300 200 7888.


If you have applied for a post with Vine Centre Ltd which is a ‘Regulated Activity’ or giving you access to vulnerable groups, e.g. children, young people or adults, it is our policy and a legal requirement that we ask Access NI to carry out an Enhanced Disclosure of the successful candidate(s). This is to ensure that people who might be a risk to vulnerable groups are not appointed. 


This information will be treated confidentially. Any matters revealed in the Disclosure Certificate will be discussed with the successful candidate and may result in the offer of employment being withdrawn.


After the final decision regarding recruitment is made, the information will be destroyed in line with the Vine Centre Ltd policy.


This information will be used only to assess the person’s suitability for employment in so far as it is relevant. Candidates will be considered on merit and ability and not discriminated against unfairly.














