23 August 2010
Dear Applicant
Thank you for your interest in applying for the post of Policy & Public Affairs Officer with Rural Community Network.

In completing your application, please ensure that you tell us how you meet each of the criteria for the post.   In the event that we receive a large volume of applications, preference will be given to applicants who meet both the essential and desirable criteria for short listing purposes.

Please complete the Equal Opportunities Monitoring Form and return it in a sealed envelope marked ‘Monitoring Form’, together with your completed application.
Completed application forms should be marked for the attention of Jan Keenan and returned to:

Rural Community Network

38a Oldtown Street

Cookstown

BT80 8EF

The closing date for applications is Friday 3rd September at 4.00pm.  Applications received after this deadline will not be considered.  CVs will not be accepted.

I look forward to receiving your application.
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Jan Keenan

Finance & Human Resources Manager
Policy & Public Affairs Officer

Purpose of the Job

To develop, manage and co-ordinate RCN’s work on policy and research, advocating for sustainable change through enhanced governance and rural policy agendas contributing to RCN’s role as an effective voice for rural communities.

Specific Duties / Responsibilities:

·   To develop the organisation’s research and policy work on the Rural White Paper and Programme for Government.

·   To develop and co-ordinate RCN’s role in ‘Rural Proofing’.

·   To develop evidence based research which informs RCN of priority areas of policy focus for the next 12 months.

· To base-line the focus areas identified to enhance influence and change tracking.

· To co-ordinate RCN’s responses to consultations relevant to rural communities within the policy focus areas identified.

· To support the lobbying and advocacy roles of RCN informed by both primary and secondary research.

· To enhance the lobbying and advocacy roles of local communities through capacity building support.

·   To actively promote and co-ordinate policy awareness and policy capacity building with RCN staff, the RSNs and rural communities.

· To assist with the organisation’s relationship building with elected representatives especially at local council and Assembly levels.

· To enhance the organisation’s servicing of the All Party Assembly Group on Rural Sustainability.

·   To contribute to RCN’s organisation of conferences, seminars and workshops with a specific focus of research and policy inputs, outputs and outcomes.

· To co-ordinate the production and publication of Network News and Policy Link.

· To contribute to RCN’s web-based communication resources on research and policy issues relevant to rural communities.

· To undertake any other duties as reasonably required from time to time. 
Policy & Public Affairs Officer - Personnel Specification

	
	Essential Criteria
	Desirable Criteria

	Qualifications 
	· Degree level qualification in social science, geography or relevant discipline which included research modules.


	· Community development, rural development or relevant post graduate qualification. (A)



	Experience
	· 2 years relevant experience in policy and/or research role. (A,B)

· Experience of undertaking research, qualitative and quantitative (including primary and secondary research) and analysis (A, B)

· Experience of strategic planning   processes.  (A,B)

· Experience of feeding into and formulating policy responses (A,B)

· Experience of conducting community consultation events (A,B)

· Experience of organising events, eg interviews, focus group meetings, seminars, conferences (A,B)


	· Experience of working within a rural context. (A,B)

· Experience of working on cross sectoral research and policy. (A,B)

· Experience of working with and managing research contracts (A,B)

· Experience of engagement with elected representatives at local council and Assembly levels 



	Skills
	· Ability to communicate clearly – orally and in writing.  Evidence of report writing and presentations. (A, B, C)

· Ability and willingness to work in a team and individually. (A, B)

· High level of IT literacy to include use of MS Office and similar packages. (A)

· Proven facilitation and community engagement skills. (A, B)

· Experience of qualitative and quantitative computer research packages (A)

· Evidence of editorial and proof reading skills. (A, B)
	· Published research papers/reports (A,B)



	Knowledge
	· Knowledge of voluntary, community and statutory sector. (A, B, C)

· Knowledge and understanding of a range of issues in rural areas within a policy context.  (A, B, C)

· Understanding local, regional, UK and EU policies. (A, B, C)
	

	Personal
	· High degree of organisational ability, self motivation, personal initiative and meeting tight deadlines. (A, B)
	


	Other
	· A full driving licence and access to transport for work purposes or access to another form of transport that would allow the post holder to meet the travel requirements of the post.

· Willingness to work flexible hours.


	


The A, B, C codes identified in the above specification indicates the format where each criteria will be assessed from, i.e. from the application form, interview and/or presentation

The format for each code is identified below.

A – Application Form
B – Interview

C - Presentation

Equal Opportunities Policy
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Objectives
The purpose of this policy statement is to proclaim and emphasise the commitment of RCN to equal opportunity for all staff.  It affirms that the Corporate Management Team and the Board of Directors will rigorously observe the principles and actively pursue the objectives set out in the discharge of their responsibilities so that the policy is fully implemented.  The policy will ensure that unlawful discrimination of any kind is not shown towards any job applicant or employee.

          
RCN is an Equal Opportunities Employer.  This means that RCN does not permit unlawful discrimination of any kind against any person on grounds which include gender, sexual orientation, marital status, religious belief, political opinion, race, age or disability.  Unlawful discrimination is defined as treating a person less favourably than others are, or would be, treated in the same or similar circumstances.  To this end RCN will:

(i)
fulfil its responsibility towards its employees and the communities in which it operates. 

(ii)     
recognise and to the best of its ability, fulfil its legal obligations  under the Fair Employment (Northern Ireland) Acts 1976 and 1989; the Equal Pay Acts (Northern Ireland) 1970 and 1984; the Sex Discrimination (Northern Ireland) Orders 1976 and 1988; the Disabled Persons (Northern Ireland) Employment Acts 1945 and 1960; the Disability Discrimination Act 1996; the Race Relations (Northern Ireland) Order 1997; the Employment Equality (Age) Regulation (Northern Ireland) 2006; The Equality Act (Sexual Orientation) Regulation (NI) 2006 and other relevant legislation.  It is noted that the existence of law cannot of itself ensure that any policy of non‑discrimination will work effectively. This will be achieved only if staff at all levels examine critically their attitudes towards other individuals and to ensure that no trace of discrimination is allowed to affect their judgment.  Staff should be aware of the forms which unfair discrimination can take, guard against them and avoid any action which might influence others to discriminate unfairly.


(iii)
there must be no direct discrimination against any eligible person, whether in recruitment, training, promotion or in any other way.  Direct discrimination means treating a person less favourably in such areas as gender, marital status, religion etc.

(iv) similarly, there must be no indirect discrimination which occurs where a requirement or condition is applied equally, but is of such a nature to lack sufficient relevance to the job and may be perceived to be unfavourable for particular groups, in that a considerably smaller proportion of the group can comply with it.


(v)
it is the policy of RCN that all eligible persons shall have equal opportunities for employment on the basis of their merits and abilities which are appropriate to the job. RCN will review periodically its selection criteria and procedures to fulfil this aim.

(vi)
RCN will implement the measures for monitoring perceived religious affiliation of job applicants and employees and further monitor the gender, age, marital status and disability status of these persons.

(vii)
This policy will be clearly communicated to all management and staff, and it should also be made known to potential applicants.  All existing members of staff will receive a copy of this statement, and its contents will be reflected as appropriate.  It will also be made clear to potential applicants through job advertisements that RCN is an Equal Opportunities Employer. 


Responsibilities

1 RCN will ensure that no employee or job applicant receives less favourable treatment on grounds which include gender, sexual discrimination, marital status, religious belief, political opinion, race, age or disability.  RCN will ensure that sources of job applicants, such as advertisements, are non‑discriminatory.

2
Vacancies will be advertised in accordance with RCN’s Recruitment and Selection Policy.

3

Specific responsibility for the practical application of this policy falls upon staff professionally involved in management, recruitment, training and employment administration.

4

Specific responsibility for ensuring the introduction and implementation of an action programme designed to consolidate and, where necessary, improve RCN's procedures in the interests of Equal Opportunities rests with the Finance & Human Resources Sub Committee.

5

All RCN employees have a responsibility to accept their personal involvement in the practical application of this policy.

6     
RCN will take all appropriate disciplinary action (including dismissal) against any employee who is found to have contravened RCN's Equal Opportunities Policy. 



POSITION APPLIED FOR:   Policy & Public Affairs Officer


 SURNAME:  ..............................................................           MR/MRS/MS/MISS (please delete)

 FORENAMES: .............................................................................................................................

ADDRESS: .....................................................................................................................................

...............................................................................      POSTCODE:  ..........................................

 TELEPHONE NO:  Work .....................................
Home: ......................................................

 Mobile: ………………………………..………..…  Email:  ………………..…………………..…….....


	Secondary Education

	Subjects
	Grade

	
	


	University/Third Level Education

	University/College
	Degree/Other Qualifications Awarded (Please state Class & Division)

	
	


	Professional Qualification

	Qualification
	Exam Date
	Result

	
	
	


	Employment History (Please start with your present or last employment)

	Dates
To & From
	Name & Address of Employer
	Position Held & Brief Outline of Duties
	Reason for Leaving
	Salary

	
	
	
	
	


	Medical History/Disability

	In line with the Disability Discrimination Act 1995, a disability is defined as ‘a physical or mental impairment which has a substantial and long-term adverse effect on your ability to carry out normal day to day activities.  Please detail if you consider yourself as having a disability.



	Give details of any illness, operation or accident resulting in lengthy absence from work.




	A full driving licence and access to transport for work purposes or access to another form of transport that would allow the postholder to meet the travel requirements of the post is essential for this post.

Please indicate if you meet this requirement              ( Yes       
(  No




	Accompanying Statement 

	Please use this part of the application form to describe how you feel you meet the criteria for the post.  The panel will use the information to assess your application against the criteria for the post.

	


	Relevant involvement in community and voluntary work (Please state paid or unpaid)

	


	Date you would be free to take up the post, if appointed: ............................................................




	REFEREES - Please provide the name and address of two referees who should have knowledge of you in a working/academic capacity (one should be your most recent employer if relevant).  References will only be taken up at appointment stage.

	Present/Past Employer
	Other

	Name:

Position:  

Address:

Tel No:
	Name:

Position:

Address:

Tel No:


	Are you eligible to work in the UK:                   ( Yes     
(  No

You will be required to provide documentation to support this claim (under Section 8 of the Asylum and Immigration Act 1996) if offered the post.




	I certify that all the information I have given is correct to the best of my knowledge.  I understand that knowingly giving any false information may result in any job offer being withdrawn or, if appointed, to dismissal.

Signature of Applicant: .........................................................      Date: .......................................




Please return the completed form by the closing date to 
Rural Community Network, 38a Oldtown Street, Cookstown, Co Tyrone BT80 8EF 
Tel: 028 8676 6670      Fax: 028 8676 6006

Email: jan@ruralcommunitynetwork.org
RURAL COMMUNITY NETWORK 

Monitoring Questionnaire

We are an Equal Opportunities employer.  We do not discriminate on grounds of religious belief or political opinion.  We practice equality of opportunity in employment and select the best person for the job.  To demonstrate our commitment to equality of opportunity in employment, we need to monitor the community background of our employees, as required by the Fair Employment (NI) Order 1998.

1.
Perceived Religious Affiliation

I am a member of the Protestant community





       (
I am a member of the Roman Catholic community




       (
I am a member of neither the Protestant nor Roman Catholic community

       (
2.
Gender

Please indicate whether you are:  

  
      Female     ( 
       Male     (
3.
Disability


In line with the Disability Discrimination Act 1995, a disability is defined as “a physical or mental impairment which has a substantial and long term adverse effect on your ability to carry out normal day to day activities”

Having read this definition, do you consider yourself to have a disability? 
    Yes   (     No   (       

4.
Age Band


16 – 20
21 – 30
31 – 40
41 – 50
51 – 60
61 – 65

5.
Cultural/Ethnic Origin


Chinese

(

Traveller
(

Indian



(

Pakistani
(

White

(

Black/African-Caribbean
(

Other (please specify)  _______________________________________________
REF NO: 
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