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AN EQUAL OPPORTUNI TY EMPLOYER 

 

APPLI CATI ON FOR EMPLOYMENT -  CONFI DENTI AL 
 

 

Posit ion applied for:  I T Manager   

Closing Date:  Monday 2 3  Novem ber  2 0 1 5 , 1 0 .0 0  am  Job Ref No:    

 

 
This Applicat ion Form  is divided into four sect ions:  

 

1. Personal I nform at ion  – this will ask for personal details such as your  nam e, address and contact  details.  

Should you require any adjustm ents to be m ade in the event  that  you are invited to interview, please 

out line them  in this sect ion. 

 

 I nform at ion provided in this sect ion will be detached and retained by HR for inform at ion and 

adm inist rat ion purposes only.  This inform at ion will not  be seen by the select ion panel unless deem ed 

necessary by HR. 

 

2. Equal Opportunity Monitoring Form  – NILGOSC is com m it ted to equal opportunit ies and diversit y.  To 

ensure that  we receive applicat ions from  all sect ions of society we ask applicants to com plete an Equal 

Opportunity Monitor ing form . 

 

 I nform at ion provided will be t reated in the st r ictest  confidence and will be detached and retained by HR for 

inform at ion and m onitoring purposes only.  The select ion panel will not  see this inform at ion. 

 

3. Com petency &  Experience  – you will be asked to com plete inform at ion regarding your skills, knowledge 

and experience.  Your applicat ion will be short listed based on the inform at ion you provide in this part  of 

the applicat ion form .  I t  is therefore essent ial that  you take this opportunity to dem onst rate relevant  skills, 

knowledge and experience in relat ion to the enclosed Job Descript ion and Job Specificat ion. 

 

 I nform at ion provided in this sect ion will be given to the select ion panel. The panel will use the inform at ion 

to assess your applicat ion against  the requirem ents for the job. 

 

4. Declarat ion  – t his provides a Data Protect ion statem ent  and you will also be asked to sign and declare 

that  the inform at ion you provide is accurate and t rue. 

 

I m portant  Guidance Notes for Com plet ion of Applicat ion Form s:  

 

Please refer to the Job Descript ion, Personal Specificat ion and I nform at ion for Applicants.  These docum ents 

along with the following notes should be read carefully before com plet ing your Applicat ion Form :    

 

• CVs will not  be accepted as a subst itute for this form . Addit ional pages of inform at ion should not  be 

subm it ted and the text  boxes provided in the Com petency & Experience sect ion should not  be expanded. 

Any such addit ional informat ion will not  be considered by the select ion panel.  

• For posit ions where literacy, verbal and writ ten com m unicat ion skills in English are specified then your 

applicat ion should be com pleted in English.   

• I t  is preferable that  form s are com pleted in typewrit ten form at / elect ronically using a standard font . I n the 

Com petency & Experience sect ion you should ensure that  you use a m inim um  of a  font  size 1 0 . 

Handwrit ten form s will st ill be accepted however you should ensure that  your  handwrit ing is legible and in 

block capitals.  

• All form s m ust  be com pleted and returned by the closing date.   

• I nform at ion provided on this form  will be used for the short list ing process. You should refer to the Job 

Descript ion and Job Specificat ion and ensure that  you dem onst rate how you m eet  the cr iteria set  out  on 

this applicat ion form . NILGOSC reserves the r ight  to exclude any applicat ion from  the short list ing exercise 

when the inst ruct ions out lined on this form , or provided in the I nform at ion for Applicants docum ent , have 

not  been followed. 

• We will be pleased to offer assistance to those who have difficult y com plying with these requirem ents. 



 

Job Ref No:   PERSONAL I NFORMATI ON  

 

a)  PERSONAL DETAI LS  

Surnam e  Forenam es  Tit le  
(Mr/ Mrs/  

Miss/ Ms)  

Address  Telephone No. (Evening)    

  Telephone No. (Day)    

  Telephone No. (Mobile)    

Post  Code  Date of Birth   

Em ail  Nat ional I nsurance No.   

 
 

b)  DI SABI LI TY AND ARRANGEMENTS FOR I NTERVI EW  

The Disabilit y Discrim inat ion Act  defines disabilit y as ‘A physical or m ental im pairm ent  which has a 

substant ial and long- term  effect  on the person’s abilit y to carry out  norm al day to day act ivit ies’. The effect  

of the im pairm ent  is classed as long- term  if (a)  it  has lasted at  least  12 m onths;  or (b)  the period for  which 

it  lasts is likely to be at  least  12 m onths;  or ( c)  it  is likely to last  for  the rest  of the individual’s life. 

Do you consider that  you have such a disabilit y?  Yes  No 

I f so, do you require any arrangem ents to assist  you if called for t est / interview?  Yes  No 

I f yes, please state the arrangem ents which would be needed for you to at tend   

   

 

Do you use any special equipm ent  in relat ion to your disabilit y in order to perform  

your work? 
  Yes   No 

I f yes, please specify   

 
 

c)  CONVI CTI ONS 

Have you been convicted of a crim inal offence which is not  t reated as ‘spent ’ 

under the Rehabilitat ion of Offenders (NI )  Order 1978? 
  Yes  No 

I f yes, please give details   

I t  should be noted that  convict ions for offences do not  necessarily deter an applicant  from  obtaining em ploym ent . 

 

d)  REFEREES 

Please give details of two referees, not  related to you, one of which should be your current  (or m ost  recent )  

em ployer. I t  is preferable that  both referees are in a posit ion to com m ent  on your em ploym ent  

record/ professional abilit y.  Referees will not  be contacted unt il the interview process is com plete.  

Nam e:   Nam e:    

 

Address:  
  

Address:  
  

   

   

Phone No:   Phone No:    

Relat ionship:   Relat ionship:    

 

 

e)  DRI VI NG LI CENCE 

Do you have a full current  driving licence? Yes  No Do you have access to a car? Yes  No 



EQUAL OPPORTUNI TY MONI TORI NG FORM 
 

Job Ref No:    

   

 

 
a)  GENDER 

 
Male    Fem ale    Transsexual/ Transgendered    

 

 

 

b)  AGE 

 
Date of Bir th:    

 

 

 

c)  COMMUNI TY BACKGROUND 

 
Protestant   Hindu  Sikh  

 Rom an Catholic  Muslim    

 
Buddhist   Jewish  Other (please specify)    

 

 

 

d)  RACE 

 Black Afr ican  Pakistani  Mixed Ethnic Group  

 Black Caribbean  Bangladeshi  I r ish Traveller  

 Other Black Background  Other Asian Background  White  

 I ndian  Chinese  
Other  
(please specify)  

  

 

 

 

e)  DI SABI LI TY 

 Disabilit y is defined in the Disabilit y Discrim inat ion Act  1995 as ‘A physical or m ental im pairment  which has a 

substant ial and long- term  adverse effect  on a person’s abilit y to carry out  norm al day- to-day act ivit ies’.  The 

effect  of the im pairm ent  is classed as long- term  if (a)  it  has lasted at  least  12 m onths;  or (b)  the period for 

which it  lasts is likely to be at  least  12 m onths;  or (c)  it  is likely to last  for the rest  of the individual’s life. Please 

note that  it  is the effect  of the im pairm ent  without  t reatm ent  which determ ines whether an individual m eets this 

definit ion. 

 
Do you consider yourself to be disabled? Yes    No     

 I f yes, what  is the nature of your disabilit y? (please specify)    

   

 

 

 

f)  METHOD OF ADVERTI SEMENT 

 Please indicate in which publicat ion or by which other m eans you becam e aware of this vacancy:  

 
Belfast  Telegraph  NI jobs.com    

 

 
RecruitNI .com   Sunday Life   

 

 
NILGOSC website  Other Publicat ion (please specify)   

 

 

 



EQUAL OPPORTUNI TY MONI TORI NG FORM 
 

 
 

 

NILGOSC fully supports equalit y for all people and is com m it ted to the fulfilm ent  of Sect ion 75 of the Northern I reland 

Act  1998.  The Act  requires NILGOSC, in carrying out  it s funct ions, to have due regard to the need to prom ote 

equalit y of opportunity:  

 

 between persons of different  religious belief, polit ical opinion, racial group, age, m arital status or sexual 

or ientat ion;  

 

 between m en and wom en generally;  

 

 between persons with a disabilit y and persons without ;  

 

and 

 

 between persons with dependants and without . 

 

To help us m onitor the com posit ion of the workforce and applicants for posts, in order to ensure equalit y am ong all 

nine categories, please com plete the sect ion below.  The inform at ion you provide will be t reated on a st r ict ly 

confident ial basis however you m ay leave blank any quest ion which you do not  wish to answer. 

 

g)  POLI TI CAL OPI N I ON 

 
Nat ionalist     Unionist     Other (please specify)   

 

 

 

 

h)  MARI TAL STATUS 

 
Single  Marr ied/ Civil Partnership/ Co-Habit ing  

 
Separated/ Divorced  Widowed  

 

 

 

i)  SEXUAL ORI ENTATI ON 

 
Bisexual    Gay    Heterosexual    Lesbian    

 

 

j )  DEPENDANTS 

 
Do you have dependants? Yes    No    

 

I f yes, please indicate whether your dependants or the people you look after are:  

 
Child/ children    Disabled person/ persons    Elderly person/ persons    

 
Other (please specify)    

 

 



COMPETENCY &  EXPERI ENCE 

 

Applicant  Nam e:   Job Ref No:    

     

 

 

a)  EDUCATI ON AND QUALI FI CATI ONS 

Secondary Educat ion Please list  below any qualificat ions obtained while in secondary educat ion 

Type of 

exam inat ion e.g. 

GCE, GCSE etc.  

Subject  Result / Grades 

   

 

Further & Higher Educat ion 
Please list  below any qualificat ions obtained whilst  in further or higher 

educat ion. 

Educat ional 

Establishm ent  
Tit le  of Qualificat ion 
e.g. BTEC HND, BSc Econ, etc 

Main Subjects Result / Grades 

    



 

COMPETENCY &  EXPERI ENCE 
 

 

Professional Qualificat ions and Mem bership 
Please list  below any professional qualificat ions obtained 

and/ or m em bership of professional bodies.  

Organisat ion Tit le  of Exam inat ion and Result  
Type of Mem bership and  

Joining Date  

   

 

 

 

 
 

Equivalent  Qualificat ion  -  I f you are applying on the basis of a qualificat ion that  is not  specifically 

stated in the Personal Specificat ion but  which you consider is equivalent  you m ust  clearly dem onst rate the 

equivalence below. I n order to dem onst rate equivalence there m ust  be clear evidence of a significant  

overlap in your qualificat ion, both in term s of depth and breadth to the one that  is required. Please refer  

to the docum ent  ‘I nform at ion for  Applicants’ ( sect ion 3 .6 )  which is available as part  of the 

applicat ion pack. You m ust  at tach verificat ion of the equivalency from  the exam ining body with your 

applicat ion:  

 

Subject / m odules Exam ining Body Result / Grade How  is this equivalent? 

    



COMPETENCY &  EXPERI ENCE 
 

b)  EMPLOYMENT HI STORY 

Please provide details below of all j obs held, start ing w ith your present  or m ost  recent  em ployer,  and 

please account  for  any gaps in em ploym ent . You m ay cont inue on a separate page if necessary in this 

Em ploym ent  History sect ion only -  please ensure your nam e appears at  the top of the addit ional page.  

Em ployer  Nam e, 

Address, and Nature 

of Business 

Date( s)  Job Tit le  and out line of 

Dut ies/ Responsibilit ies 
I f your job was part - t ime, please indicate. 

Reason for 

Leaving From  To 

     

     

     

     

Earnings per annum  for 

last / m ost  recent  em ploym ent  
£  

Com m ission/ Bonus/

Other Benefit s etc.  
£   

Period of not ice required   

 



COMPETENCY &  EXPERI ENCE 

c)  EMPLOYMENT HI STORY cont inued...  

You m ay cont inue on a separate page if necessary in this Em ploym ent  History sect ion only -  please ensure 

your nam e appears at  t he top of the addit ional page.  

Em ployer  Nam e, 

Address, and Nature 

of Business 

Date( s)  Job Tit le  and out line of 

Dut ies/ Responsibilit ies 
I f your job was part - t ime, please indicate. 

Reason for 

Leaving From  To 

     

     

     

     

 



COMPETENCY &  EXPERI ENCE 

 

d)  RELEVANT TRAI N I NG 

Please detail below any courses or t raining you have at tended that  you consider relevant  t o this 

applicat ion. 

 

 

 

 

 

I n the boxes on the following pages please state how your knowledge, skills and experience m eet  the 

criteria required for this post  (as out lined in the Job Specificat ion) . You should draw on your experiences 

from  your current  or  previous roles or from  other relevant  situat ions. Tips for com plet ion can be found in 

the docum ent  ‘I nform at ion for Applicants’ which is included in the applicat ion pack. Please note -  this 

applicat ion m ay not  ask for inform at ion against  all the criteria set  out  in the Job Specificat ion however 

these m ay be assessed at  a later stage of the select ion process.  

 

Addit ional pages of inform at ion should not  be subm it ted and the text  boxes provided should 

not  be expanded . Any such addit ional inform at ion will not  be considered by the select ion panel. I f you 

are com plet ing your form  elect ronically please ensure that  you use a m inim um  of a font  size 10. I f 

handwrit ing your applicat ion, please ensure that  your form  is legible and use block capitals.  



COMPETENCY &  EXPERI ENCE 

 

e)  ESSENTI AL CRI TERI A 

Use the space below to dem onst rate your exper ience relevant *  to this role. Please provide dates and 

details of the role(s)  as applicable and include exam ples to dem onst rate your experience of m anaging, 

m aintaining, developing and operat ing a physical and virtual (Hyper-V preferred)  IT infrast ructure and I T 

solut ions. 

 

* Relevant  experience will be considered as experience ( three years’ within the last  six  years)  in an office 

environm ent  and should include experience of:  installing and support ing network servers;  firewalls and I T 

security;  back up recovery procedures and m anaging r isk and ident ifying r isk cont rols.  

 



COMPETENCY &  EXPERI ENCE 
 

Please give an exam ple( s)  below to dem onst rate how you have ut ilised or int roduced new technology to 

im prove business processes or business efficiency. I n your response, please briefly describe what  it  was 

you were t rying to im prove, why the changes were necessary and if the solut ion was successfully 

im plem ented/ adopted. 

 

 

Using the space below, please give exam ples to out line your experience of using report  writ ing software 

using a query language (please state the language(s)  used) , and to out line som e of the advanced features 

of the Microsoft  Office products (e.g. Word, Access, Excel)  you are fam iliar with.   

 



 

Please dem onst rate below, your experience (at  least  two years)  of successfully m anaging staff. Your 

response should include length of experience, an indicat ion of the num ber of people in the team  as well as 

exam ples of som e of the associated supervisory/ m anagem ent  dut ies you have undertaken (e.g. 

m ot ivat ing and developing staff, appraising staff, addressing perform ance issues) .  

 

 

Please provide an out line below of your exper ience of m anaging and support ing Microsoft  t echnologies. 

This should include Windows Server 2008 and 20012, Windows 7 and Windows 8, Office 2007 and 2010, 

SharePoint  2013, Exchange Server 2013 ( including Act ive Directory, DNS and DHCP) .  

 

 



 

COMPETENCY &  EXPERI ENCE 

 
f)  PREFERRED CRI TERI A  

Use the space below to out line your knowledge/ experience in one/ som e/ all of the following areas:  

 

• Operat ing, m aintaining and support ing docum ent  im aging system s 

• SQL query language 

• Experience of Hyper-V  

• Maintaining and m anaging telecom m unicat ion system s ( including ISDN and broadband connect ions)  

and support  rem ote and m obile access 

• Experience of procurem ent , preparing tender docum entat ion, agreeing SLA’s and budget  set t ing. 

 

 

g)  ADDI TI ONAL I NFORMATI ON 

Please note below any part icular skills that  you would bring to the post  and any other inform at ion relevant  

to your applicat ion that  you would like the short list ing panel to consider. 

 

 

h)  HEALTH 

Applicants called to interview m ay be asked to com plete a health quest ionnaire and m ay be required to 

undergo a m edical exam inat ion.  A disabilit y or health problem  does not  preclude full considerat ion for 

em ploym ent .  

How m any days and occasions have you been absent  from  work due to 

illness in the past  two years? 

 days 

 occasions 

I s there any addit ional inform at ion you wish to 

provide? 
  

   

 



 

DECLARATI ON 
 

DATA PROTECTI ON STATEMENT 

 

The inform at ion that  you provide on this form  and that  obtained from  other relevant  sources will be used 

to process your applicat ion for em ploym ent .   The personal inform at ion that  you give us will also be used 

in a confident ial m anner to help us m onitor our recruitm ent  process.  

 

I f you succeed in your applicat ion and take up em ploym ent  with us, the inform at ion will be used in the 

adm inist rat ion of your em ploym ent  with us and to provide you with inform at ion about  us or third part ies 

via your payslip.  We m ay also use the inform at ion if there is a com plaint  or legal challenge relevant  to 

this recruitm ent  process. 

 

We m ay check the inform at ion collected with third part ies or with other inform at ion held by us.  We m ay 

also use or pass to certain third part ies inform at ion to prevent  or detect  crim e, t o protect  public funds, or 

in other ways as perm it ted by law. I nform at ion not  provided in English m ay be passed to a third party 

t ranslat ion service. 

 

NI LGOSC reserves the r ight  to conduct  crim inal records checks on part icular posts or carry out  addit ional 

candidate checks (such as Access NI  checks)  where it  can be just ified and defended;  this will be assessed 

on a case by case basis. 

 

By signing (or by entering your nam e in elect ronic/ typewrit ten form at )  below we will be assum ing that  

you agree to the processing of sensit ive personal data (as described above) .  

 

 

DECLARATI ON 

 

The inform at ion given by m e on this applicat ion is, to the best  of m y knowledge and belief, t rue and 

correct .   I  also understand that  any m isrepresentat ion by m e, during any aspect  of the select ion process, 

will lead to the withdrawal of any offer  of em ploym ent  or m y em ploym ent  being term inated without  any 

obligat ion of liabilit y on the part  of NILGOSC other than for  services rendered. 

 

 

Signed:   Date:    

 

 

Please return your com pleted Applicat ion for Em ploym ent  to:  

 

Post :   Hum an Resources, NILGOSC, Tem pleton House, 411 Holywood Road, Belfast , BT4 2LP (please 

m ark your envelope as Private and Confident ial)  

Em ail:  info@nilgosc.org.uk 

 

A Word version of this form  is available at  www.nilgosc.org.uk/ recruitment  


