31 January 2012 

Dear Sir/Madam

Assistant Administrative Officer

Thank you for your recent enquiry regarding recruitment.  I enclose the following information.

· An Application Form.  Please note that only application forms will be accepted.  CVs will not be considered. 

· A Monitoring Questionnaire which we would ask you to complete and return in the envelope required for statistical monitoring.  This information is required to assist RCN promote equality of opportunity in employment.  If you have received this by email, please ensure your allocated reference number is marked clearly on both the application form and monitoring questionnaire.

· A Job Description which outlines the key duties and responsibilities of the job holder.

· A Personnel Specification which shows essential skills, experience, knowledge and qualifications in order to carry out the duties of this post.  Please note very carefully that candidates will only be shortlisted on the basis of the information provided on the application form.
· RCN’s Equal Opportunity Policy

· Rural Enabler Programme Additional Information

Please note that RCN offers various policies and procedures to facilitate flexible working – these include job sharing, flexible working policy and special leave policy. If you require further information on our Terms and Conditions of Employment do not hesitate to contact me.

The closing date for return of completed applications is Friday 17 February 2012 at 12 noon.  
Yours faithfully

Patricia McGrath

Administrator

Encs
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POSITION APPLIED FOR:   Assistant Administrative 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)

	Number of years/months employed
	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 European Union:                   ( 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: patricia@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)  _______________________________________________
Job Description



Job Title:
Assistant Administrative Officer
Programme:
The Rural Enabler Programme
Responsible to:
Programme Co-ordinator
Location of Post:
Dual location – RCN offices, Cookstown, Co Tyrone and Kilnaleck, Co Cavan 
Salary: 
NJC scale, points 16-18, £16,440 - £17,161
Duration of Contract:
December 2012 (with possible extension to March 2013)
--------------------------------------------------------------------------------------------------------------

The Rural Enabler Project aims to address issues of sectarianism, racism and other issues of rural inequality through challenging the status quo, assisting, supporting and creating the space for local communities and rural institutions to identify the fears of reconciliation and anti-racism work.  The project will encourage peace-building and social inclusion processes within a rural context with a focus on what has been and continues to be divisive rather than on polite avoidance of the difficult issues.
Main Duties

· To provide administrative support to the Rural Enabler Programme in Northern Ireland/Border Counties of Ireland.
· To work as a member of RCN’s administrative team.
· Please note that while the postholder will normally work 4 days in Cookstown and 1 day in Kilnaleck, some flexibility will be necessary as the postholder may be required to work additional days in Kilnaleck on occasion.
Specific Duties

1. To establish and maintain appropriate filing systems which ensure ease of information storage and retrieval.
2. To provide an administrative service to the Assistant Project Co-ordinator as required including word processing.
3. To liaise with the Regional Administrative Officer of the Rural Enabler Programme on issues of income and expenditure in relation to the Rural Enabler Programme.

4. To liaise with the Regional Administrative Officer and/or the RCN Finance and Human Resources Manager as well as SEUPB to ensure that Peace III funding is drawn down accurately.
5. To maintain proper financial accounting procedures for the Rural Enabler Programme as directed by the Regional Administrative Officer and/or the RCN Finance and Human Resources Manager with specific responsibility for the processing of claims relating to development grants.

6. To oversee the project monitoring requirements of SEUPB in relation to EU Database management.
7. To organise and service meetings of the Regional Project Advisory Group including minute taking in the absence of the Regional Administrative Officer of the Rural Enabler Programme
8. To assist with promotional work of the Rural Enabler Programme including events and conferences.
9. To respond as appropriate to routine queries on the Rural Enabler Programme.
10. Any other reasonable duties that from time to time may occur. 
	
	Essential Criteria
	Desirable Criteria

	Qualifications 


	· Educated to ‘A’ level standard or Leaving Cert Equivalent

· 5 GCSEs or equivalent qualification which must include English and Maths
	· Further qualification in administration

	Experience
	· 2 years relevant work experience in the last 5 years in an office environment
· Experience of Database Management Systems
· Experience in maintaining financial recording and reporting systems
	· 3 years relevant full-time work experience in the financial and performance monitoring of an EU funded programme
· Experience of working with financial packages

· Experience of working in community development



	Skills
	· IT skills with extensive knowledge of Microsoft Office 
· Good communication skills
· Ability to work on own initiative
· Minute taking skills
· 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
	


Personnel Specification

Assistant Administrative Officer - Rural Enabler Programme

Equal Opportunities Policy


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. 

Rural Enabler Programme

	The Rural Enabler Programme employs a community development approach to tackling conflict impacts and modern day racism within rural NI and the border counties of Ireland. The project adopts an integrated and interdependent thematic approach involving one regional and up to 72 local programmes of intervention to address sectarianism, racism, community polarisation, mistrust and hatred.  The Programme is co-ordinated by a Regional Co-ordinator in the north and an Assistant Co-ordinator in the south with regional support. Twelve county specific Rural Enablers and one Rural Enabler for Institutions will facilitate the local delivery.  This delivery is supported by the establishment of Sub Regional Advisory Groups (SAG) which will devise locally specific actions under the thematic sub objectives (below).  Membership of the SAG will include statutory, community and voluntary agencies as well as community representatives from the areas/institutions identified for programme intervention. These groups will be able to provide key local information including networking advice, further programme opportunities and initiatives throughout the lifetime of the project. In addition, the memberships of these groups will be able to act as influencers for change and sustainability within their own individual contexts beyond the life of the programme. 

	Thematic sub objectives

	Young People:  To address the current limitations of engagement for young people through the creation of new spaces for dialogue.  In so doing, the project will assist young people in designing a new shared future for themselves. 

Flags and Emblems:  To establish a rural dialogue around all the flags and emblems displayed not only in local community areas but further afield.  The project will empower communities and institutions to work towards the full implementation of Article 10 of the European Convention on Human Rights which protects freedom of expression which must be balanced against the people’s right to be free from intimidation and against legitimated public order concerns.
Housing:  To support communities and institutions in recognising the value of mixed housing encouraging social and residential integration and cultural awareness.  In so doing, the project will promote and support positive moves by the majority to encourage and support people to move to non traditional areas. 
Interfaces:  To map rural interfaces as defined by local rural people and assist communities to take actions which address tensions, develop better understanding and promote the building of positive relationships for the future. In so doing, the project can break down barriers which limit the access to services and facilities by one community or the other as a result of such services and facilities being on the “wrong side” of the interface. 
Racism:  To develop a “we” approach to race relations work within rural communities. The project will assist people living in rural areas to acknowledge the diversity that exists and give them skills, confidence and capacity to work on a collective basis to maximise the potential contribution that all rural dwellers can make to a sustainable rural Northern Ireland.
Community Development & Community Relations:  To embed the practice of excellence in community development work as a means of addressing issues of community/good relations within rural areas. This project will champion a community development approach to community/good relations work and highlight the explicit links between the two and remove the myth and practice that in a divided society, you can realistically do one without the other.
Rural Institutions:  To explore what responsibility rural institutions have to the local minority community and their role in developing a Shared Future.  The project will work with the following key rural institutions: GAA; Orange Order; Churches; Young Farmers ‘Clubs of Ulster; and Macra na Feirme to challenge historical factors in institutional development and operations which to the local minority are viewed as exclusionary at best and discriminatory at worst. 


REF NO: 
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