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	Membership and Communication Officer
APPLICATION FORM




Candidates will be short listed for interview based on information supplied on their applications.

This application form, when completed, should be returned to recruitment@treoir.ie Please use the subject line ‘Membership & Communications’
 
[bookmark: _Hlk488418779]Explanatory Notes for Candidates

Please read these instructions fully before completing Forms A1 and A2.
1. This Job Application Form is designed in such a way that your personal details will be outlined on Form A1 and will be used for administration purposes only. All specific information furnished by you relating to the post on offer will be outlined on Form A2. 
2. Shortlisting will be based on the information furnished on Form A2; therefore, you should ensure that the information given is sufficiently comprehensive and relevant to the post on offer.
3. Read the Application Form fully and then complete both Forms A1 and A2. Handwritten Application Forms will not be accepted.
4. Keep a copy of your completed Job Application Form.
5. Applications will only be accepted on the official Job Application Form and should be received by 4pm on Friday 17th May 2024 Late applications will not be considered.
6. Application Forms sent by e-mail must be attached as a PDF. Please include Cover letter and CV.
7. All applications will be acknowledged by email within 3 working days of receipt. If you do not receive such an acknowledgement, please contact us as soon as possible. 
8. Referees will only be contacted with the permission of the candidate.
 



	Treoir – Membership and Communications Officer

   
	Application 
Form A1



	CONFIDENTIAL
	Reference Number



	APPLICATION FOR POST OF:  Membership and Communications Officer



	PERSONAL DETAILS

	Name:

	Address:

	Telephone Contact Number(s):

	E-mail:                                                                                         



	REFERENCES

	Give details of two referees, including your current or last employment, who would support your application. 

	In the event of a job offer, would you be willing to give Treoir your permission to contact the two referees for a reference?
[image: ]  Yes            [image: ]  No

	1. Current or last employment (Supervisor or Line Manager)


	Name:
	Organisation / Company: 

	Address:

	Email: 
	Telephone No:

	
	



	2. Second Reference

	Name:
	Organisation / Company:

	Address:

	Email:
	Telephone No:

	
	














Data Protection Clause:
All personal information provided on this application form will be stored securely by the organisation and will be used only for the purposes of the recruitment process. Applications shortlisted for interview will be retained for a minimum of 12 months in the case of unsuccessful applicants and in the case of a successful candidate for the duration of their employment and for a maximum of two years thereafter. This information will not be disclosed to any third party without your consent except where necessary to comply with statutory requirements. Internally your information will be kept confidential and only made available, as necessary. You may at any time make a request for access to the personal information held about you. Should you wish to make any changes in relation to the information stored about you, please contact Treoir.

Declaration:

	I hereby certify that all statements given by me on this application are true and correct without omission and that any misstatements given may disqualify my application or in the event of my obtaining employment result in disciplinary action up to and including dismissal. I also fully recognise that canvassing will disqualify my application.




Are there any current/ previous personal, employment or background reasons that may be recognised now or at a later stage as deeming you unsuitable to work with children and/or young people and/or vulnerable adults. If yes, please state your reason(s) below.

Yes____                    No____

  


Signed:   	____________________________________ ￼				                                                                     

Date:          	____________________________________


KCI Project Co-ordinator Application Pack 
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	Treoir- Membership and Communications Officer 
	Application 
Form A2

	CONFIDENTIAL
	Reference Number




	APPLICATION FOR POST:  Membership and Communications Officer



		EDUCATIONAL DETAILS
Starting with the most recent, list all Degrees, Diplomas and/or Certificates and specify dates of attainment. Candidates called to interview will be asked to present verification of awards.

	COURSE TITLE, LEVEL & AWARDING BODY
	YEAR COMPLETED

	
	

	
	

	
	

	
	





	Starting with the most recent, list other non-accredited and/or relevant courses and specify dates of attainment. (add additional rows if required)

	COURSE TITLE & TRAINING ORGANISATION
	YEAR COMPLETED

	
	

	
	

	
	

	
	




















	WORK EXPERIENCE Starting with the most recent, give details of your work experience

	Name of Current (or Last) Employer:

	Indicate the Sector:       Community and Voluntary [image: ]          Private [image: ]          Public [image: ]

	Date of commencement:
	Date of termination (if applicable):

	Outline reason(s) for leaving (if applicable):

	Position Title:

	Specify your form of work engagement:
Paid  [image: ]          Voluntary  [image: ]          Hours per Week:


	Outline main tasks of the post:

	1
	2

	3
	4

	5
	6



	Name of Previous Employer:

	Indicate the Sector:       Community and Voluntary [image: ]          Private [image: ]          Public [image: ]

	Date of commencement:
	Date of termination:

	Outline reason(s) for leaving (if applicable):

	Position Title:

	Specify your form of work engagement:
Paid  [image: ]          Voluntary  [image: ]          Hours per Week:


	Outline main tasks of the post:

	1
	2

	3
	4

	5
	6








	Name of Previous Employer:

	Indicate the Sector:       Community and Voluntary  [image: ]          Private [image: ]          Public [image: ]

	Date of commencement:
	Date of termination:

	Outline reason(s) for leaving (if applicable):

	Position Title:

	Specify your form of work engagement:
Paid  [image: ]          Voluntary  [image: ]          Hours per Week:


	Outline main tasks of the post:

	1
	2

	3
	4

	5
	6



	Additional Employment Information:

	Date of commencement:







	Date of termination:

	Outline reason(s) for any gaps in employment if any:










	

SUITABILITY FOR THE POST:
Please answer all the following sections.



	
Describe the skills & experience you possess in the following areas that would enable you to fulfil the role as described in the job description. You should give specific examples from your past employment. Word limit of 200 words per section


	Engagement of members or stakeholders in policy formation:







	Developing and implementing a strategic communications strategy: 







	Maintaining effective communications with relevant and diverse stakeholders: 






	Experience of promoting programmes, or campaigns:





	Report writing and presentation skills:







	Effectively using data management systems such as Salesforce:










	Why do you want to be Membership and Communications Officer with Treoir?







	Any additional information that you feel is relevant including membership of any societies or clubs?

	

	





	Are there any legal restrictions on your availability to take up employment? If YES, please give details.

	

	


If appointed, when could you commence employment with Treoir ?





This position is funded through the Schemes for National Organisations. The Scheme to Support National Organisations is funded by the Government of Ireland through the Department of Rural and Community Development and administered through Pobal”

[image: ][image: ]
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