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Application for the post of:   Administrator 
Application forms (marked confidential) must be returned to:  
Avril Dennison, PPR, Ground Floor, Community House, Citylink Business Park, 6A Albert Street, Belfast, BT12 4HQ or e-mail to avril@pprproject.org
Closing date for receipt of completed application forms:    
Friday 19th October, 9am
Completed application forms will be accepted via e-mail to meet the deadline.
PERSONAL DETAILS

	Surname 


	First Names: 

(Underline name by which you are known)


Present address:   

	

	

	

	

	

	

	


Contact details:

	Work Phone


	Home Phone

	Mobile


	Email


WORK HISTORY

	Are you currently employed?                             
	YES/NO


Please give details of work history including voluntary positions and internships
(start with current/most recent and work backwards)

	Dates

From/To
	Employer’s 

Name and Address
	Post

held
	Salary (if applic)
	Reasons

for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


EDUCATION AND TRAINING

SCHOOL RECORD

Please give details (start with most recent qualifications and work backwards)

	Dates
	Qualifications obtained

	
	

	
	

	
	

	
	

	
	


FURTHER/HIGHER EDUCATION

Please give details (start with most recent qualifications and work backwards)

	Date
	Institution
	Course/s
	Degree /

classification 

obtained



	
	
	
	

	
	
	
	

	
	
	
	


EXPERIENCE/KNOWLEDGE

Please give details of your experience/ knowledge/ skills for each the essential and desirable criteria listed below, together with an explanation as to how you feel they qualify you for this position. Please specify length of time regarding relevant experience where appropriate. Please feel free to attach additional sheets if required. 

If, as the direct result of a disability, you cannot fully meet a specific essential or desirable criteria, please tell us so we can consider any necessary reasonable adjustments, and outline how your other skills and attributes prepare you for the post.
Only the information on this form can be used for short-listing purposes.
	1.  Please provide evidence of your experience of maintaining financial systems and controls and providing accurate financial information for management.



	2.  Please provide evidence of your experience of using financial packages e.g. Sage, QuickBooks etc



3. Please provide evidence of your experience of developing and maintaining administrative procedures and systems
	4.  Please provide evidence of your experience of providing administrative support to a wide range of activities, meetings and events



	5.  Please provide evidence of your experience of maintaining information management systems and databases


	6.  Please provide evidence of your experience of assisting with the maintenance of websites 




7. Please provide evidence of your experience of the following desirable criteria 
(Relevant qualifications and/or training; working in a budget monitoring environment; event management, assisting with the development of e-bulletins and newsletters)
KNOWLEDGE/ APTITUDE
1.  Please provide evidence of proven track record of valuing accuracy and attention to detail within your work
2.  Please provide evidence of excellent oral and written communication skills
3.  Please provide evidence of your ability to work on own initiative and prioritise to meet deadlines
4.  Please provide evidence of ability to play a positive role as part of a team
5. Please provide evidence of advanced IT skills and ability to learn new IT applications and advice others on their use
6.  Please provide evidence of your understanding of General Data Protection Regulations (desirable criteria)
COMMITMENT
1.  Please give evidence of your commitment to human rights and equality
CIRCUMSTANCES
	Are you prepared to travel locally and nationally?



	Are you available for a flexible working pattern including occasional evening and weekend work as required?



Please indicate below and relevant skills, experience and information that you believe are relevant to your application for this post.
DISABILITY

	Do you consider yourself to have or have had a disability that is relevant to the position for which you are applying?     

YES/NO

If you have answered ‘Yes’ please provide any relevant information about your disability and your requirements so that we can:-

· process your application fairly

· make any specific arrangements for your interview, and 

· make any necessary reasonable adjustments or adaptations, or provide any aids to assist you in completing the duties of the post



REFEREES:
Names and addresses of two referees. If you are currently employed, one should be your present employer (a reference will not be sought from your employer without your prior consent).  References will only be sought on short-listed candidates.

1. NAME

POSITION

ADDRESS


EMAIL

2. NAME


POSITION

ADDRESS


EMAIL
Declaration by Applicant

To the best of my knowledge and belief, the information given on this form is true.

SIGNED _____________________________DATE________________________
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