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Dear Applicant
Re: Vacancies
Thank you for your request for an application pack.  With this pack you will find:

· A job description

· A personnel specification

· A job application form for completion and return

· A monitoring questionnaire.  We require this form to be completed for statistical monitoring purposes

· Aims, Vision and Ethos of Women’s Aid

Please note that all sections of the application form must be completed in full.  Where sections are not relevant, write “Not applicable” or “None.”  Do not leave blank.

Belfast and Lisburn Women’s Aid insist on receiving job applications on standard forms to facilitate our recruitment panels who normally have to consider many applications for each vacancy.  Therefore we would ask that you do not send a CV in place of an application form, or write in any section of the application form “See attached CV.” 

The Personnel Specification shows the essential skills, abilities, knowledge, experience and qualifications required to carry out the duties of this post.  Please therefore address each criterion listed in the personnel specification when completing the application form, giving specific examples.  It is not sufficient to state simply that you meet the criteria.  When we shortlist we can only use the information you provide and if you do not describe how you meet all the criteria you will not be shortlisted for interview.
If you intend to return this application form, please also ensure you complete the monitoring form, and return both to 30 Adelaide Park Belfast, BT9 6FY.
The closing date for the return of application forms is noted on the application form.

We look forward to hearing from you.

Judith Linton

Personnel and Admin Manager

