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ARC

Northern Ireland





EMPLOYMENT APPLICATION FORM

(Please complete in type or black ink)

CONFIDENTIAL

	Position: Training Coordinator
Closing Date:  Wednesday 16th May 2018 (4pm)

Reference No: TC - 04/18


SECTION 1:
PERSONAL DETAILS






SECTION 2:
REFERENCES

Please give the details of two people whom we can contact for references.  At least one of the referees should be your present (or most recent) employer and at least one who has knowledge of you in a working environment (paid or unpaid).







SECTION 3:
WORKING IN A REGULATED ACTIVITY
This post will involve working with adults who may be at risk of harm, or in need of protection and is considered a regulated activity.  It is illegal to apply for a position that involves a regulated activity if you have been barred from doing so.

Is there any reason why you can not work in a regulated activity?  YES / NO
SECTION 4:
EDUCATIONAL QUALIFICATIONS

(Please list any secondary or third level examinations and vocational qualifications passed or to be taken.)


SECTION 5:
OTHER PROFESSIONAL QUALIFICATIONS



SECTION 6:
CURRENT EMPLOYMENT








SECTION 7:
PREVIOUS EMPLOYMENT

(Please outline your employment history by listing in order all previous positions held within the last 10 years, including voluntary work, apprenticeships and periods of unemployment)





















SECTION 8:
SELECTION CRITERIA

In this section you should provide information that positively demonstrates how you can satisfy each of the selection criteria listed in each of the boxes below.  It will be insufficient to merely duplicate what the criteria states.  So, for example, if it asks for your ‘ability to’ or ‘experience of’ you will be required to demonstrate your ability or experience by giving detailed specific examples that relate to your academic, professional, voluntary or personal life.  If, as the direct result of a disability, you can not fully meet a specific criterion 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 provided in a particular box will be used to assess whether or not you meet that particular criteria.  It is therefore important to repeat information which you consider relevant to each criterion even if you have already provided it in another box or elsewhere on the application form.
Please refer to the Recruitment Information Pack (personnel specification) for full definitions of the criteria.

ESSENTIAL CRITERIA




















DESIRABLE CRITERIA









SECTION 9:
DECLARATION




Please return your completed application form by the closing date using either of the following methods:


(a)
By Email to:-

stephen.walker@arcuk.org.uk 

(b)
By Post or Hand to:-
Stephen Walker

ARC NI, Wildflower Way

Boucher Road, Belfast

BT12 6TA






Surname:











First Names (In Full):




















Postcode:





Address:





Telephone Numbers:





Home:





Mobile:





Work:





Textphone / Minicom:


(if applicable)





Home:





Work:





Email address:











Name




















Postcode:





Address:





Telephone Number:

















Name




















Postcode:





Address:





Telephone Number:











Grade Obtained


(if applicable)





Level





Subject





Date


(Year)





























Qualification Obtained





Course





Date


(Year)























Membership of professional institutions / associations (please provide membership number):

















Current Employer:


(Include Name & Address)

















Dates Employed (to / from):











Position held:





£





Annual Salary:











Period of Notice Required:











Reason for Leaving:





Please give a BRIEF description of the main duties and responsibilities of your current position:











 Employer:











Dates Employed (to / from):











Position held:











Reason for Leaving:





BRIEF outline of duties:











 Employer:











Dates Employed (to / from):











Position held:











Reason for Leaving:





BRIEF outline of duties:











 Employer:











Dates Employed (to / from):











Position held:











Reason for Leaving:





BRIEF outline of duties:














 Employer:











Dates Employed (to / from):











Position held:











Reason for Leaving:





BRIEF outline of duties:





























Teaching Certificate or accredited train the trainer qualification AND at least 2 years’ experience of working in a social care setting with a diverse range of key stakeholders, including managers; support workers; & service users


OR





A Level 5 qualification in a relevant discipline such as Health & Social Care; Social Work; Nursing AND at least 3 years’ experience (within the past 5 years) delivering training relating to social care, demonstrating high quality results and excellent customer satisfaction














2.  Excellent written and oral communication skills 











3.	Excellent understanding and application of monitoring and evaluation processes, to quality assure products














4.	Work on own initiative and as part of a team 














5.	Proficient in Microsoft Outlook and Microsoft Office, specifically Word, Excel and Publisher














6.	Knowledge of Social Care Qualifications Framework














7.	Knowledge of the values, ethics and skills essential to social care practice














8 and 9.	Travel





YES / NO





Do you hold a current valid full driving licence?





YES / NO





Do you have access to a car for business use? 





YES / NO





Are you willing to travel within NI and to other locations in the UK as required?





ARC is aware that some people with disabilities may not be able to hold a driving licence.  If this is the case, please demonstrate how you can fulfil the mobility requirements for the post for which you are applying:








10.	Project management experience

















11.	Level 3 QCF Assessors Qualification








NB: do not complete this box as the information on this criterion will be obtained from Section 4 and 5 above



































12.	Budget Management Skills









































13.  Knowledge of Service Regulatory Framework












































Before signing your application please ensure that you have provided all the information you have been asked to provide as no additional information will be considered.





Candidates who deliberately provide false information on this form, or at any later stage in the selection procedure, or who withhold relevant facts will be liable to disqualification and, if appointed, dismissal.





Canvassing of any kind will lead to disqualification and, if appointed, dismissal.





In completing this form I authorise ARC to obtain references to support this application and accept and release ARC and referees from any liability caused by giving and receiving information.





I declare that the information given in this application form is correct to the best of my knowledge, and I understand that any offer of employment will be dependent on the completion of a probationary period and references being considered satisfactory.





If submitting this application electronically, and called for interview, you will be required to provide an original signature. 





Signature:





Date:








1
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