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	Executive Officer – Finance & Administration


	Closing Date for receipt of applications: Noon on Friday 28th January 2022
Applications must be posted or hand delivered.  Completed forms will not be accepted by email


All sections of this form must be completed in full.

To facilitate photocopying, all sections must be completed in black pen or typescript.  A curriculum vitae or any additional documentation will not be considered and must not be submitted with this form.  Faxed, e-mailed or late applications cannot be accepted.  

	1 
PERSONAL DETAILS (Please complete in block details)

	Surname:
	Forename(s):
	Dr/Mr/Mrs/Ms/Miss

(delete as appropriate)

	Previous Surname(s):




	Present

Address:     



Postcode:


	Correspondence

Address:     



Postcode:



	Previous Address (Within the last 5 years):

    


Postcode:


	Telephone number: (Home)


	
	Daytime contact number:



	E-mail address:


	Mobile Phone Number:



	National Insurance No:   __ __ / __ __ / __ __ / __ __ / __


	Are you an EU citizen?       YES/NO




	2
QUALIFICATIONS 


(Include courses successfully completed or currently being undertaken)

	GCSE AND ‘A’ LEVEL EXAMINATIONS (and equivalent or other qualifications)

	SUBJECTS PASSED
	RESULT/GRADE
	YEAR

	
	
	


	

	OTHER QUALIFICATIONS/AWARDS 

	QUALIFICATIONS
	RESULT/GRADE
	YEAR

	
	
	

	TRAINING COURSES COMPLETED (appropriate to the position)

	COURSE DESCRIPTION
	YEAR
	DURATION
	NO OF HRS/DAYS/ EVENINGS PER WK

	
	
	
	


	3
EMPLOYMENT - PRESENT POST

	NAME & ADDRESS OF CURRENT EMPLOYER:
………………………………………………………………………………………..….………………………………………………
……………………………………………………………………………………………………………………..……..………………

DATE OF APPOINTMENT: ………………………..……..….……………
PRESENT POST: ………………………………………………………….   

PERMANENT/TEMPORARY*             FULL/PART-TIME*                                     SALARY: …….………………….….……

* delete as appropriate

	DUTIES ATTACHED TO PRESENT POST: ……………………………………………………………………….………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………




	EMPLOYMENT - PREVIOUS POSTS (beginning with the most recent)

	(Name & Address of Employer) 
	POST AND DUTIES (Briefly)
	DATE

 FROM                    TO
	REASON FOR LEAVING

	
	
	
	
	

	GAPS IN EDUCATION/EMPLOYMENT HISTORY:  Please account for any time since leaving school/college/ university which has not been included in previous information. 

	

	5 THE PANEL SHORTLIST ON THE BASIS OF THE INFORMATION WHICH YOU PROVIDE ON THIS APPLICATION FORM.  THEREFORE INSUFFICIENT OR INCOMPLETE INFORMATION MAY RESULT IN FAILURE TO BE SHORTLISTED. 

PLEASE USE THIS SPACE TO DEMONSTRATE HOW YOU MEET THE REQUIREMENTS OF THE POST AS DETAILED IN THE CRITERIA (ESSENTIAL AND DESIRABLE). 

	ESSENTIAL:

· Third level qualification (degree or equivalent) in Accountancy, Finance or Business:

OR:
· At least 5 years’ paid experience of working in a financial management role:
AND:
· Competent using computer spreadsheets and databases:
AND:
· Provide a clear written statement of how you can support the College’s integrated and inclusive ethos:
DESIRABLE:

· Relevant accounting/ bookkeeping qualification e.g. IATI, CIMA:
· Payroll qualification:
· Paid experience in a school or busy office environment:
· Experience of using finance software:

· Experience of exams administration:

· Payroll experience:


	APPLICANTS MUST NOT SUBMIT A CURRICULUM VITAE OR ADDITIONAL PAGES


	ADDITIONAL RELEVANT INFORMATION    (Please state information relevant to the job description, related to both employment or personal interests, why you are suitable for this post)  

	

	APPLICANTS MUST NOT SUBMIT A CURRICULUM VITAE OR ADDITIONAL PAGES


	6
CHILD PROTECTION (Please note this post is a ‘regulated position’ as defined under POCVA (NI) Order 2003.  

	Is there any reason as to why you would not be suitable to work with children/young people in an educational setting?

YES/NO

If YES, please provide details:




	REFERENCES

	Please give the names and addresses of two referees, who should be able to comment on your suitability to work with children/young people in an educational setting (if applicable) and your professional ability.  Prior consent of referees must be obtained.  References must not be submitted with this form.  You should note that while it is not essential to nominate your present employer as a referee at this time, in the event of you being offered a post the Board of Governors will seek references from your present/most recent employer.  By signing Section 9 of this form you will be indicating agreement to this reference being sought.


	Referee 1

Name:

…………………………………………………………………….
Position held:
…………………………………………………………………….
Address:  
…………………………………………………………………….



…………………………………………………………………….



…………………………………………………………………….

Telephone No:
…………………………………………………………………….
Capacity in which you know this person:
…………..……………….
	Referee 2

Name:

…………………………………………………………………….
Position held:
…………………………………………………………………….
Address:  
…………………………………………………………………….



…………………………………………………………………….



…………………………………………………………………….

Telephone No:
…………………………………………………………………….
Capacity in which you know this person:
…………..……………….


	Any person involved in the recruitment process for the post for which you are currently applying cannot act as a referee.


	8
DISABILITY

	In accordance with the Disability Discrimination Act 1995, a person is disabled if they have, or have had, “a physical or mental impairment which has, or has had, a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities”.

If you consider yourself to have or have had a disability that is relevant to the position for which you are applying please provide any relevant information about your disability and any requirements that you may need so that we can process your application fairly and make any reasonable arrangements/adjustments to enable you to attend for interview.




	New-Bridge Integrated College, as part of its Equal Opportunities Policy, welcomes applications from people with disabilities.


	9
DECLARATION      (CANVASSING, FALSE DECLARATION, CONSENT, DATA PROTECTION/REFERENCES)

	I hereby certify and declare that:
1) I declare that I have not canvassed in any way and that the information contained in this form is true and accurate. I am aware that I may approach the Principal to seek the information about the post. 

2) I understand this post is (or may be) exempt from the provision of the Rehabilitation of Offenders (Exceptions Amendment) Order (Northern Ireland) 1987.  In the event of my application being successful, I consent to a check being made with Access NI to determine if there is any record of criminal convictions, pending prosecutions, cautions or bind-over orders against me;

3) I understand that the information on this form is required by the Board of Governors for the purpose of processing my application.  The information is covered by the provisions of the Data Protection Act 1998.  My signature to the form is deemed to be an authorisation by me to allow the Board of Governors to process and retain the information for the purpose(s) stated including approaching my current/most recent employer for a reference in the event of my being recommended for appointment.

4) I understand that if I provide false or misleading information, I may have any offer of employment withdrawn, or if employed may be dismissed from the service.

I hereby certify that the above declaration is in all respects true.

Signature:





    
Date: 




Completed forms should be returned NOT LATER THAN NOON on Friday 28th January 2022 to:

The College Bursar, New-Bridge Integrated College, 25 Donard View Road, Loughbrickland, BT32 3LN

New-Bridge Integrated College is an Equal Opportunity Employer promoting Equality and Fairness in Service and Employment
New-Bridge Integrated College
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