IN CONFIDENCE
NORTHERN IRELAND COUNCIL FOR VOLUNTARY ACTION

	POST:                                    DATA ADMINISTRATOR
APPLICATION REF NO:       DO’10/
CLOSING DATE:                    Noon, 15 March 2010



This post is open to Job Share

                  This is not a Job Share post


(see information for applications)


Please complete all sections of this application using black ink or typescript.

	PERSONAL PARTICULARS

	Name:        _____________________________________________________________________

Address:    _____________________________________________________________________
                  _____________________________________________________________________
Telephone Number for contact:                  _________________________  
 Email address for contact:                         _________________________  



	EDUCATION Please do not include dates.
	

	Subjects passed at ‘O’ Level/GCSE (Equivalent)

	Subjects passed at  ‘A’ Level/GCSE (Equivalent)



	Degrees or diplomas and institutions attended




	PROFESSIONAL QUALIFICATIONS

	Name of professional body or bodies

	(i) By Examination

    and Result
	(ii) By Election




	PRESENT EMPLOYMENT (if any)

	Name and Address      _________________________________________________________
of present employer

(or last employer)         _________________________________________________________
Post Held:                    __________________________________________________________
Duties of Post:             __________________________________________________________
Date Appointed:    __________    Present Salary: _________   Period of Notice: ___________


	VOLUNTARY SERVICE OR COMMUNITY WORK

	Please give details of any voluntary service or community work that you have undertaken on an unpaid voluntary basis.




	WORK EXPERIENCE

	Please list, starting with the latest, any previous positions you have held which are relevant to the application, with a brief description of duties and relevant dates.




	RELEVANT EXPERIENCE TO THIS POST

	Using the Personnel Specification, how do your skills, experience and abilities relate to this post?

You must demonstrate how you adequately meet the following criteria as listed in the specification, drawing upon all of your experience, whether at work or on a voluntary basis.
It is essential that applicants fully describe how and to what extent they meet the experience sought in the Person Specification.  It is not appropriate to simply list the various posts that an applicant has held.  The Selection Panel will not make assumptions from the title of the applicant’s post or the nature of the organisation as to the experience gained.  Short listing for this post will be undertaken using only the information you have provided.

1
ATTAINMENTS

Essential
(i)  Minimum of two year’s experience in an administration role with specific knowledge and experience in the use of Database software applications
(ii)  Working experience of updating, maintaining and producing reports from a customer/client database
(iii)  Computer literate to include the use of the Microsoft Office suite, Internet and email facilities
Desirable
(i) Experience of supporting or instructing users on application and operation of a Database

2   SPECIAL APTITUDES
Essential
(i)  Excellent communication skills both orally and in writing and the ability to adjust the style and content of communication to meet internal and external needs
(ii)  Proven ability to organise and prioritise workload, paying attention to detail and maintaining accuracy at all times.
(iii)  Demonstrated ability to work proactively; in order to maintain a database with minimum supervision
(iv)  Demonstrated ability to build good working relationships with individuals and organisations
(v)  Information collation skills using a variety of resources including, email, internet and personal contact.
(vi)  Excellent analytical skills.
(vii)  Excellent keyboard skills
3   INTERESTS

Essential
(i)  An interest and understanding of the voluntary & community sector in Northern Ireland.
Desirable
(i)  An understanding and knowledge of the Data Protection Act and adherence to it.
4   DISPOSITION
Essential
(i)  Ability to work within the mission, vision and values of NICVA.

(ii)  Ability to work flexible hours and to travel throughout Northern Ireland if required by this post.
(iii)  Committed to NICVA’s policy of equality of opportunity.



	REFEREES

	All offers of employment are subject to receipt of two satisfactory written references, one of whom should be your current employer and/ or your most recent employer/s. In some instances and with prior agreement with Human Resources, we may accept an academic reference or a reference gained in a voluntary capacity. 
1       Name:         ___________________________________________________________

         Address:     ___________________________________________________________

                            ___________________________________________________________ 

                            Telephone No:   ______________________________________________

        Position:       ___________________________________________________________
2      Name:          ___________________________________________________________ 

        Address:      ___________________________________________________________ 

                            ___________________________________________________________
                            Telephone No:   ______________________________________________
       Position:       ____________________________________________________________

These referees may be approached if you are shortlisted for interview, unless you specify otherwise.


	DISABILITY If your disability precludes you from completing this form or from any part of the 

selection process contact the Human Resources office for alternative arrangements and/or 

reasonable adjustments to  be made. For example, please contact us if you need this application 
form in another format or in LARGER PRINT.



	Are you eligible to work in the UK :             YES        □                                NO        □                           

You will be required to provide documentation to support this claim (under Section 8 of the Asylum and Immigration Act 1996) if offered the post.



	DECLARATION  I declare that the information set forth in this application form is, to the best of my knowledge, true and complete.

                                       Signature:   _____________________________________________
                                        Date:           ___________________________________________




	PLEASE RETURN TO:

THE MONITORING OFFICER

NICVA

61 DUNCAIRN GARDENS

BELFAST  BT15 2GB


X








