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APPLICATION FORM

Dear Applicant

Thank you for your interest in the post of
PROJECT COORDINATOR – COMMUNITY, FAITH & DIVERSITY

The relevant information related to this role and your application includes:
1. A Candidate Brief with a Job Description and Person Specification
1. Job Application Form
1. Monitoring Form

Job Application Form
NICVA requires that all sections of the Job Application Form are completed in full. This includes the completion of the Monitoring Form.

If you write in any section of the Job Application Form - see attached sheet or CV -, or if you send a CV in place of a Job Application Form, we shall, with regret, be unable to consider these as valid applications.

We would like you to know that:
1. only the Job Application Form is considered by the Recruitment Panel, who short-list and interview for vacancies,
1. the Monitoring Form is retained by our Monitoring Officer for compiling statistical information.
1. Desirable criteria may be used by the panel for shortlisting purposes if required.

DISABILITY
If your disability precludes you from completing this form or from any part of the selection process contact Human Resources for alternative arrangements and/or reasonable adjustments to be made.

The successful candidate will be required to provide documentation to support their right to work in the UK.

Completed applications should be received by 5pm on Friday, [INSERT CLOSING DATE] to monitoringofficer@nicva.org or by post to the Monitoring Officer, NICVA, 61 Duncairn Gardens, Belfast, BT15 2GB.
Thank you.


POST DETAILS

	POST TITLE:
	Project Coordinator – Community, Faith & Diversity

	POST REFERENCE:
	Pro0726

	APPLICANT REFERENCE
	(OFFICE USE ONLY)



PERSONAL DETAILS

	Candidate Name:
	

	Address:
	



	Contact Telephone No:
	

	Contact Email Address:
	



GUIDANCE FOR COMPLETING YOUR APPLICATION

1. Drawing upon all of your experience from work or on a voluntary basis and using the Person Specification as a guide, consider how your skills, experience and abilities relate to each criterion for this post.
1. In responding to the criteria below, it is essential that you describe fully how and to what extent you meet the experience sought by providing clear information and examples. In response to each criterion which requires experience of a certain length, you must specify the job role, organisation name and relevant dates of the experience gained.
1. It is not appropriate to simply list various posts you have held with no examples or descriptions of the experience gained as the selection panel will not make assumptions on job titles 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 in response to each criteria below.
1. You are required to demonstrate how you meet each criterion below within the specified word limit.

WORK EXPERIENCE

APPLICANT REFERENCE NO: (Office Use)

	Name and Address of Current / Most Recent Employer:
	



	Job Title:
	

	Date Employment Started:
	

	Date Employment Ended:
	

	Summary of Main Duties:
	




	Current / Final Salary:
	

	Notice Period Required:
	



	Please list, starting with the latest, any previous positions you have held which are relevant to the application.

	Name of Organisation:
	Job Title:
	Dates From / To:

	
	
	

	Summary of Duties:





	Please list, starting with the latest, any previous positions you have held which are relevant to the application.

	Name of Organisation:
	Job Title:
	Dates From / To:

	
	
	

	Summary of Duties:





	Please list, starting with the latest, any previous positions you have held which are relevant to the application.

	Name of Organisation:
	Job Title:
	Dates From / To:

	
	
	

	Summary of Duties:





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


	





ESSENTIAL CRITERIA

Please note: Applicants must meet Essential Criterion 1 (qualifications/experience route) AND criteria 2–8.

	ESSENTIAL CRITERION 1 — Qualifications & Experience (Max. 500 Words)


	







	Route A: A degree (or equivalent level qualification) in a relevant discipline (e.g. Community Development, Social Policy, Project Management, or similar), and at least three years' relevant work experience in areas (a)–(g) below.
Route B: A minimum of five years' experience in each of areas (a)–(g) below.
Please clearly state which route you are applying under and provide evidence accordingly.



	ESSENTIAL CRITERION 2 — Programme & Project Coordination (Max. 300 Words)


	(a) Coordinating or supporting the delivery of programmes or projects, including planning activity, managing timelines and ensuring objectives are achieved.



	ESSENTIAL CRITERION 3 — Events, Training & Engagement (Max. 300 Words)


	(b) Organising and delivering events, training sessions or engagement activities involving multiple stakeholders.



	ESSENTIAL CRITERION 4 — Community, Faith & Minority Ethnic Engagement (Max. 300 Words)


	(c) Working with voluntary, community, faith-based community development or minority ethnic organisations, including identifying needs and supporting engagement or capacity-building activity.



	ESSENTIAL CRITERION 5 — Stakeholder Relationships (Max. 300 Words)


	(d) Building and maintaining effective working relationships with a range of stakeholders, including partners, networks and external organisations.



	ESSENTIAL CRITERION 6 — Records & Systems (Max. 300 Words)


	(e) Maintaining accurate records and using systems (e.g. CRM or equivalent) to support programme delivery, monitoring and reporting.



	ESSENTIAL CRITERION 7 — Data, Monitoring & Reporting (Max. 300 Words)


	(f) Collecting and using data to support monitoring, evaluation and reporting, including contributing to programme learning and improvement.



	ESSENTIAL CRITERION 8 — IT & Digital Tools (Max. 300 Words)


	(g) Using Microsoft Office and other digital tools to support coordination, communication and administration of programme activity.



DESIRABLE CRITERIA

	DESIRABLE CRITERION 1 — Faith-Based & Minority Ethnic Engagement (Max. 300 Words)


	Experience working with faith-based community development, interfaith, minority ethnic or inclusion-focused organisations.



	DESIRABLE CRITERION 2 — Equality, Diversity & Inclusion (Max. 300 Words)


	Knowledge or understanding of equality, diversity and inclusion within community or voluntary sector settings.



	DESIRABLE CRITERION 3 — Digital & Communications Platforms (Max. 300 Words)


	Experience using digital platforms, social media or communications tools to support engagement or promote activity.



	DESIRABLE CRITERION 4 — Capacity-Building Support (Max. 300 Words)


	Experience supporting capacity-building initiatives within communities.



REFEREES

All offers of employment are subject to receipt of two satisfactory written references, one of whom should be your current / most recent employer. In some instances, and with prior agreement, we may accept an academic reference or a reference gained in a voluntary capacity. Referees will only be contacted once NICVA have received permission to do so.

	Referee 1 – Full Name:
	

	Email Address:
	

	Tel. Number:
	

	Relationship / Capacity:
	



	Referee 2 – Full Name:
	

	Email Address:
	

	Tel. Number:
	

	Relationship / Capacity:
	



	Are you eligible to work in the UK? You will be required to provide documentation to support this claim if offered the post.    YES ☐     NO ☐



DECLARATION

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



	Name:
	

	Signature:
	


	Date:
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