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SECTION 1 - PERSONAL INFORMATION 

	Personal Details
	Address Details

	Forename(s):
	Address:

	Preferred Name:
	

	Surname:
	Postcode:

	Contact Details:

	Home Telephone Number:
	Mobile Telephone Number:

	Email Address:

	Do you require a work permit to work in the UK
	Yes (

No (

	If Yes, do you hold a permit/visa to work in UK? 



           Yes (
            No (

	If Yes, please state start/end dates and any restrictions that apply:



	Where did you hear about this Job?

Internal Trawl 
(




Internet / Web Site  (


NI Jobfinder.com
(




Job Centre              (
NIFHA 
(  





Community NI         (
Other  

(  Please state 




__________________


SECTION 2 - PERIOD OF NOTICE 
	What period of notice are you required to give your current employer?  


 weeks/months


	Please note references from relatives will not be accepted. 

If you wish the Association to contact you prior to seeking references, please tick . (


SECTION 3 - REFEREES 
	1. Present / last employer or educational referee

Name:                
                         ____________ 

Email:                 
                  __________        

Address:             
     __________                     

                           
         ______________              ___
Daytime Telephone Number:    

                                  ___________                       
                                                 

Job Title:            
           __________               


Company Name:   ____________________________                                                                                                                                                    
	
	2. Other Referee

Name:                
                  ____________        
_
Email:                 
                         __________ 
_
Address:             
                          ___________
_
                           
                       __________________
Daytime Telephone Number:    

                                                            ______________                                              

Job Title:            
                          
_______________

Company Name:                          _____________       
_


	SECTION 4 - PERSONAL DECLARATION 
1. I declare that all the information on this form is true, complete and accurate.

2. I understand that if I give wrong information or leave out important information I could be disqualified from the recruitment process, or if appointed, my contract may be terminated.

3. I understand that to take up this job I must have satisfied the pre-employment checks including evidence of qualifications / certificates relevant to the post.

4. I further understand any job offer may be subject to a Disclosure check carried out by Access NI, and I am aware all convictions that are not “protected” must be disclosed.

5. I understand that canvassing will disqualify me from the selection process for this job.

6. I understand that the information provided in this form will be retained for administration and employment purposes in compliance with the General Data Protection Regulation (EU) 2016/679 (“the GDPR”) as outlined in the Habinteg Data Protection (incorporating GDPR) Privacy Policy.  Please refer to guidance notes for further information. 
Your signature:  





     Date:  






                               Applicant Ref. No.
     J349 -             

SECTION 5 - MOBILITY








	Do you have:
a full clean current driving licence that allows you to drive in the UK?

access to private transport?
	(please tick (  box)

Yes (

No (
Yes (

No (


	If you are prohibited from driving because of a disability please state how you will meet the mobility requirements of the post (if relevant):

	You may be required to be flexible in your hours as a result of business demand and may at times be required to work outside office hours.  Can you meet the flexible requirements of this post?
	Yes (

No (


SECTION 6 - INTERVIEW ADJUSTMENTS

	Do you require any reasonable adjustments / arrangements to facilitate
the interview?
	(please tick (  box)

Yes (

No (


	Please provide details:



SECTION 7 - GENERAL EDUCATION 

	Please detail the qualifications outlined in the essential / desirable criteria section of the person specification.


	Qualification Level

	Subjects 
	Grade Obtained
	Year 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SECTION 8 - PROFESSIONAL QUALIFICATIONS 
	Please list the professional qualifications (if required) as detailed on the person specification for this role

	Membership Body / Professional Qualification
	Membership Reference Number
	Date of Renewal

	
	
	

	
	
	

	
	
	


SECTION 9 - EMPLOYMENT HISTORY (past 10 years or four posts whichever is greater) 
Please outline your employment history with dates commencing with most recent post.  Please give reasons for any breaks in employment, include voluntary work / career breaks / periods of unemployment.
	Name and Address of Employer


	Employment Dates


From
To

(DD/MM/YYYY) 
 (DD/MM/YYYY)
	Job Title and Outline of Duties
	Reason For Leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SECTION 10 – SHORTLISTING CRITERION 

Essential Criteria 1 
A Level 4 qualification or equivalent in an estate management / building surveying / construction related discipline and 2 years’ relevant* experience gained within the last 10 years in a property maintenance / housing / construction environment.

or

5 years’ relevant* experience gained within the last 10 years in a property maintenance / housing / construction environment.

*Relevant experience must include:

•
project and contract management

•
procurement of goods and services
	Please refer to the person specification and provide details of how you meet the above essential criteria. (Max. 300 words)
 


Essential Criteria 2 
2 years’ experience of effectively managing a maintenance / construction team, achieving positive outcomes with regard to time, cost and quality.
	Please refer to the person specification and provide details of how you meet the above essential criteria. (Max. 300 words)



Essential Criteria 3 
Demonstrable knowledge and use of Microsoft Office, including Word & Excel, and MS Project to advanced level.  Please provide examples of how and what you have used these packages for and your level of knowledge.

	Please refer to the person specification and provide details of how you meet the above essential criteria. (Max. 300 words)



Desirable Criteria 4 
Experience of using an Estate Management related Information System to effectively manage tenant repair requests.
	Please refer to the person specification and provide details of how you meet the above desirable criteria. (Max. 300 words)



Desirable Criteria 5
Experience in working with a range of contractors to achieve positive outcomes in a domestic setting.
	Please refer to the person specification and provide details of how you meet the above desirable criteria. (Max. 300 words)
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Applicant Ref. No.
 
J349 - 



SECTION 11 – EQUAL OPPORTUNITIES MONITORING
              



	
Date of Birth


	      National Insurance number



	Community Background:

Regardless of whether you actually practice a particular religion, most people in Northern Ireland are perceived to be members of either the Protestant or Roman Catholic communities.

Please indicate the community to which you belong by ticking the appropriate

box below:

I am a member of the Protestant community:                                            
              □
I am a member of the Roman Catholic community:                                   
□
I am not a member of either the Protestant or the                                      
□
Roman Catholic communities:                                                              

If you do not answer the above question, the Association is encouraged to use the residuary method of making a determination by the Equality Commission. This means that we can make a determination as to your community background on the basis of the personal information supplied by you in your application form/personnel file.


	Gender:

Please indicate your gender by ticking the appropriate box below:

Male:              
□
Female:          
□
Note: If you answer these questions about community background and sex you are obliged to do so truthfully, as it is a criminal offence under the Fair Employment (Monitoring) Regulations (NI) 1999 to knowingly give false answers to these questions.

Appendix 10

	Racial Group:





Do not wish to disclose
□
Please state your Nationality:

My Nationality is: ______________________

Please indicate your race / colour or ethnic / national origins:

White
□                            
Chinese 

□               
Irish Traveller 

□
Indian
□                             
Pakistani
□              
Bangladeshi

□

Black Caribbean  □          
              Black African
□         
              Black


□ 

Other
□
Mixed ethnic group (please state which): __________________

Any other ethnic group (please state which): ________________


	Disability:






Do not wish to disclose
□
Under the Disability Discrimination Act 1995 a person is deemed to be a disabled person if he or she has a physical or mental impairment which has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities. Please note that it is the effect of the impairment without treatment which determines whether an individual meets this definition.

Do you consider that you are a disabled person?

Yes □          No □    


	If you answered “yes”, please indicate the nature of your impairment by

ticking the appropriate box or boxes below:

Physical impairment, such as difficulty using                                          
□              

your arms, or mobility issues requiring you to use

a wheelchair or crutches:

Sensory impairment, such as being blind or                                            □
having a serious visual impairment, or being deaf

or having a serious hearing impairment:

Mental health condition, such as depression                                          □
or schizophrenia:

Learning disability or difficulty, such as                                                 □
Down’s Syndrome or dyslexia, or Cognitive impairment,

such as autistic spectrum disorder:

Long-standing or progressive illness or health condition,                  □
such as cancer, HIV infection, diabetes, epilepsy or chronic heart disease:

Other (please specify):



	Political Opinion: 





Do not wish to disclose
□
Please tick the appropriate box to indicate your political opinion. 

Broadly Unionist   □


Broadly Nationalist  □


Other   □


	Sexual Orientation:





Do not wish to disclose
□
Please indicate your sexual orientation by ticking the appropriate box below:

My Sexual Orientation is towards:

Persons of a different sex to me: 

□
(i.e. I am a heterosexual man or woman)

Persons of the same sex as me:                
□    

(i.e. I am a gay man or a lesbian)

Persons of both sexes:                             
□
(i.e. I am a bisexual man or woman)


	Marital Status / Civil Partnership Status:


Do not wish to disclose
□
Please indicate whether you are married or in a civil partnership by ticking

the appropriate box below:

Are you married or in a civil partnership?
Yes □          No □    



	Dependents / Caring Responsibilities:


Do not wish to disclose
□
Do you have dependents or caring responsibilities for family members or other persons?

Yes □          No □    

If you answered “yes”, please indicate whether your dependents or the people you look after are:

(Please tick the appropriate box or boxes):

A child or children:  

□
A disabled person or persons: 
□
An elderly person or persons: 
□
Other:

If “Other”, please specify: _____________________

If you have children, have you taken any of your parental leave entitlement?     Yes □          No □    



	Convictions/ Offences
Do you have any convictions that are not "protected" as defined by the Rehabilitation of Offenders 
(Exceptions)(Northern Ireland) Order 1979, as amended in 2014?

YES / NO  












(Please delete as appropriate)

If yes, please give details of offence and nature of conviction:


	Declaration
Are you a previous employee?    YES / NO
Are you related to any employee or Board Member of Habinteg Housing Association (Ulster) Ltd?   YES / NO
Do you or any member of your family have any connections/contracts with Habinteg Housing Association (Ulster) Ltd? YES /NO                                                                
If Yes to any of the above, please give details:

Name:





Reason:

Locations:




Dates:
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NOTES ON HOW TO COMPLETE YOUR APPLICATION FORM

CVs and Faxed Applications will not be considered
Please read these notes carefully before completing your form.

If you require assistance with your application please contact a member of the HR team Recruitment@habinteg-ulster.co.uk.
The Association holds a variety of Data relating to individuals, including customers and employees/potential employees (also referred to as data subjects) which is known as Personal Data.  The Personal Data held and processed by the Association is detailed within our Privacy Notices.

APPLICANT PRIVACY NOTICE

We process personal data relating to those who apply for job vacancies with us. We do this for employment purposes, to assist us in the selection of candidates for employment, and to assist in the running of the business. The personal data may include name, address, National Insurance number, qualifications, previous employment history and other identifiers associated with monitoring information.

We will not share any identifiable information about you with third parties without your consent unless the law allows or requires us to do so. The personal data provided will not be retained any longer than is necessary to fulfil the purpose for which it was gathered.

This privacy notice does not form part of an employment offer or contract between us. If we make an employment offer to you, we will provide you with our Employee Privacy Notice.

If you would like to find out more about how we use your personal data, wish to see a copy of the information we hold or have any questions or issues regarding data protection, please complete a Subject Access Request Form - available on request (recruitment@habinteg-ulster.co.uk) or by website download.
1. PERSONAL INFORMATION

Please note all correspondence will be issued via the email address submitted on your application form.

Please tell us where you heard about this vacancy. We use this information to measure the success of our advertising and ensure that the best medium is being used to target the widest catchment pool of applicants.

2. PERIOD OF NOTICE

State the period of notice you are contractually required to give your present employer. If you are unemployed state 'NONE'. 

3. REFEREES

You must give names and addresses for two referees. The first must be your manager or supervisor from your present job who can comment on your work. Where you have just completed school or university you should give a teacher or lecturer under whom you have studied and who would be in a position to comment on your performance.

A referee from a job where you have been employed for a considerable length of time or where the experience obtained there is relevant to the position you have applied for should also be given.

If you are unemployed, one referee should be your last manager or supervisor.

If you have never been employed, one referee should be someone who knows you well enough to confirm the information that you have given and to comment on your ability to do this job.

Please note references from relatives will not be accepted.
4. PERSONAL DECLARATION

Read this section carefully and remember to sign it.

5. MOBILITY

Given the business of the Association, a number of our posts include duties of such a nature that it is essential for employees to have private transport at their disposal whenever required. Mobility may, therefore, be an essential criterion for the post.

If you are prohibited from driving because of a disability, state how you will meet the mobility requirements of the post.

6.  INTERVIEW ADJUSTMENTS
Where you require any reasonable adjustments to facilitate your attendance at interview please provide details.  
7. GENERAL EDUCATION

You are responsible for giving full details about any qualifications you hold to demonstrate how you meet the criteria for the role as detailed in the person specification. If there are different parts within a qualification, please ensure they are detailed.  Where you are successful at interview you will be required to present evidence to confirm educational requirements prior to any offer of employment being made.
8. PROFESSIONAL QUALIFICATION

You are responsible for giving full details about any qualifications you hold to demonstrate how you meet the criteria for the role as detailed in the person specification. If you hold a current Professional Qualification please ensure you include the level or class of membership you hold and the date on which you became registered together with your membership number and membership renewal date. Where you are successful at interview you will be required to present evidence to confirm educational requirements prior to any offer of employment being made. Please note: A Professional Qualification is only considered to be held where membership subscription is current.

9. EMPLOYMENT HISTORY

You are responsible for giving full details about your employment history to demonstrate how you meet any experience criteria for the role as detailed in the person specification. List first your current or most recent job and work back from there, detailing the last 10 years or four posts whichever is greater all periods of employment, voluntary work / career breaks and periods of unemployment.

Dates - it is important that all dates given on your form are clear and correct stating day/month/year. 

Name of Employer - please provide the names of your current and previous employers.

Job Title & Outline of duties – please give the job title and position held.
Reason for leaving - please give the reason why you want to leave or have left each job.

10. SHORTLISTING CRITERION
In this section we would like you to provide information which will aid the shortlisting process.  In each of the following pages demonstrate clearly how your skills, experience and knowledge meet the requirements of this post.  You must detail how you meet the essential and desirable criteria for this post as outlined in the advertisement, job description and person specification.  

Where appropriate you may include experience gained through activities at home, socially, in the community, or as a volunteer.

Use only the space provided.  Each section should not exceed 300 words.
11. EQUAL OPPORTUNITIES MONITORING

It is the policy of the Association that all persons will have equality of opportunity regardless of sex, religious belief, political opinion, martial, civil partnership or family status, race, age, sexual orientation, disability, whether or not they have dependants and persons who have undergone, are undergoing or intend to undergo gender reassignment.  Selection for employment and advancement will be on the basis of ability, qualification and aptitude for the work.
The Association will not discriminate against our job applicants or employees on any of the grounds listed above. We aim to select the best person for the job and all recruitment decisions will be made objectively.

In the monitoring form we ask you to provide us with some personal information about yourself. We are doing this for two reasons.

Firstly, we are doing this to demonstrate our commitment to promoting equality of opportunity in employment. The information that you provide us will assist us to measure the effectiveness of our equal opportunity policies and to develop affirmative or positive action policies.

Secondly, we also monitor the community background and sex of our job applicants and employees in order to comply with our duties under the Fair Employment & Treatment (NI) Order 1998.

You are not obliged to complete the monitoring form and you will not suffer any penalty if you choose not to do so.

Nevertheless, we encourage you to complete the monitoring form. Your identity will be kept anonymous and your answers will be treated with the strictest confidence. We assure you that your answers will not be used by us to make any unlawful decisions affecting you, whether in a recruitment exercise or during the course of any employment with us. To protect your privacy, you should not write your name on the monitoring form. The form will carry a unique identification number and only our Monitoring Officer will be able to match this to your name.
If you do not answer the monitoring questions, we are encouraged to use the residuary method of making a determination, which means that we can make a determination as to your community background on the basis of the personal information supplied by you in your application form.

Note: If you answer the questions about community background and sex you are obliged to do so truthfully, as it is a criminal offence under the Fair Employment (Monitoring) Regulations (NI) 1999 to knowingly give false answers to these questions.

CONVICTIONS / OFFENCES
Under the Rehabilitation of Offenders (NI) Order 1978, you are required to list any current criminal offences recorded against you, excluding 'spent' and/or ‘protected’* convictions. If you require clarification on whether or not a conviction is considered 'spent' you may contact NIACRO on telephone: (028) 9032 0157.

All information will be treated as confidential and will be discussed with you, to consider if it is relevant to this job, prior to a recruitment decision being made. 

Giving information about a conviction(s) will not stop you from being offered this job unless offences are considered to be relevant to this post.
Failure to give information about any offence could result in the offer of a job being withdrawn or disciplinary action that may result in dismissal.

Please note some posts may be subject to an AccessNI Certificate of Enhanced Disclosure in respect of the Association’s duty of care towards children and vulnerable adults.  This will be detailed on the person specification for the post.  Where a post is subject to an AccessNI Certificate of Enhanced Disclosure the successful candidate will be ‘vetted’ by completing a Disclosure Certificate Application form and provide valid identification documents.  The appropriate police checks will then be carried out and a certificate issued to the applicant.  In line with the Associations Recruitment of Ex-Offenders Policy, where the certificate contains information the Association will request sight of the certificate from the applicant to enable a risk assessment to be carried out on the suitability of employment. A copy of this policy is available from a member of the HR team on request.  Further information can also be found at www.accessni.gov.uk.

* as defined by the Rehabilitation of Offenders (Exceptions)(Northern Ireland) Order 1979, as amended in 2014.
POINTS TO NOTE

The Association complies fully with obligations under the Data Protection Act 2018.  The information given in this application will be treated as confidential and will be administered in line with the Association’s Data Protection Policy (incorporating GDPR) including the Data Retention Policy.  Legal processes, however, may require the organisation to disclose your form to certain statutory bodies.

The Association’s Data Protection policy (incorporating GDPR) including the Data Retention policy is available from a member of the HR team on request.
COMPLETED FORMS

Please read through your completed form carefully. Check for mistakes or anything you may have left out. You are responsible for making sure that all sections are fully and clearly completed and for ensuring that it is returned by the closing date / time to the relevant address.

The Association cannot take account of delays over which it has no control and forms that are late will only be accepted in very exceptional circumstances.

WHAT HAPPENS NEXT?

The Association will contact you to advise you of the next stage in the process or to advise that you have been unsuccessful in your application.



J349 Assets Manager





Closing date: 


Friday 22 January 2021 at 4:00pm





For office use only


Ref No:


J349 -





Date Received:
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