[image: image1.jpg]



ARK HOUSING ASSOCIATION (NI) LTD

Application Form
The information requested on this application form enables the Association to assess your eligibility for the position. Please give the required information where it is asked for on the application form. 
A curriculum vitae is not acceptable. 
Only those applications which, from the information supplied on this form, appear to meet the advertised criteria will be considered.

	Post:     Housing & Property Services Assistant                          Job Ref:   H&PSA        
Location:     Head Office Belfast                                                   Closing Date:  Friday 18th July 2025 at 12 Noon
Late Applications will not be considered

	


	Surname:
	Forename(s):
	Title:



	Address:

Post Code:



	Contact Telephone Number:


	Do you Hold a Current Driver’s Licence?

YES            FORMCHECKBOX 
                  NO          FORMCHECKBOX 



	National Insurance Number:


	Do you have Access to a Car for Work Purposes? 

YES            FORMCHECKBOX 
                  NO          FORMCHECKBOX 



	Where an applicant indicates that a disability prohibits them from driving, this criterion will be waived at the shortlisting stage.  

In such circumstances, consideration will be given in any subsequent offer of appointment to suitable alternative arrangements that the candidate may be able to put in place that would enable them to meet the travel requirements for the post.

	Do you have a disability that prohibits you from driving?

YES            FORMCHECKBOX 
                  NO          FORMCHECKBOX 



	Are you eligible to work in the UK?  

(Note: Applicants must be either authorised citizens or possess a current UK work visa which entitles the holder to take up full time and permanent employment). 

If you have a UK work visa which entitles you to take up full time and permanent employment, please provide details including the type of the visa and the date of expiry.


	YES            FORMCHECKBOX 
                  NO          FORMCHECKBOX 

Details of Visa:

Date of Expiry:


	DETAILS OF ACADEMIC QUALIFICATIONS: (Documentary evidence of qualifications will be required prior to interview)


	Type of Educational Establishment

	Subjects Studied
	Level
	Grades/Qualification Gained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	MEMBERSHIP OF PROFESSIONAL BODIES:
	GRADE OF MEMBERSHIP:

	
	

	
	

	PRESENT EMPLOYMENT DETAILS:

	Name and Address of Current Employer
	Position or Job Title
	Date Appointed
	Salary

	
	
	
	

	Summary of Present Role Responsibilities



	

	Period of Notice Required:




	PREVIOUS EMPLOYMENT DETAILS:  
Beginning with your most recent previous employment.  Please specify where possible, day, month and year in every case.



	Employer
	From
	To
	Position and Nature of Duties
	Reason for Leaving



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	EXPERIENCE, KNOWLEDGE, SKILLS & ABILITIES (Essential & Desirable Criteria)
Please use the space below and overleaf to provide details of how you meet the essential and desired criteria as outlined in the personnel specification candidate pack for this post.  Please ensure that you refer to the criteria published and provide clear demonstrable examples as to how you fulfil each.


	· Essential Criteria 1:  Have a minimum of 5 GCSEs or equivalent, including English and Maths


	· Essential Criteria 2: Have a minimum of one years’ experience from the most recent three years in a similar role


	· Essential Criteria 3: Knowledge of Data Protection and Confidentiality Requirements


	· Essential Criteria 4:  Excellent level of IT literacy with extensive experience in the use of a wide range of Microsoft Office products


	· Essential Criteria 5: Excellent communication skills with a strong focus on the customer
· Essential Criteria 6: Ability to work within a team and collaborate on common goals


	· Essential Criteria 7: Strong organisational skills to work in a pressurised environment, prioritising workloads to meet targets and achieve results


	· Essential Criteria 8: Exceptional interpersonal skills, with the ability to build relationships and negotiate with others


	· Essential Criteria 9:  High level of accuracy and attention to detail


	· Essential Criteria 10:  Ability to think creatively and be able to drive to the continuous improvement of services


	Desirable Criteria 1: Post GCSE Education i.e A-Level or Equivalent



	Desirable Criteria 2: Minimum of CIH Level 2 in Housing Practise


	Desirable Criteria 3: Membership of a Relevant Professional Body. E.g. Chartered Institute of Housing



	Desirable Criteria 4: Minimum of one years’ experience from the most recent three years in a similar role in at least two of the following areas:

•
Repairs & Maintenance

•
Housing Management

•
Social Housing

•
Advice / Customer Services


	Desirable Criteria 5: Knowledge of the Common Selection Scheme for Northern Ireland



	DISCLOSURE OF CRIMINAL BACKGROUND:
Have you ever been convicted of a criminal offence (other than a spent conviction under the terms of the Rehabilitation of Offenders (Northern Ireland) Order 1978? If yes, give details.

                                                                                                                                                                 YES   FORMCHECKBOX 
  NO   FORMCHECKBOX 

Are there currently any criminal charges pending against you?                                                 YES   FORMCHECKBOX 
   NO   FORMCHECKBOX 

If yes, please give details: 


	


Are you able to work outside normal office hours, to attend public meetings, 

 YES   FORMCHECKBOX 
   NO   FORMCHECKBOX 

training events, seminars and conferences including providing management 

and emergency cover at weekends and evenings, if required?

	REFEREES: Please give the names and addresses of two referees. Both should relate to you in a professional capacity, one of which should be your current or most recent previous employer. The prior consent of referees must be obtained before using their names. Any person involved in the appointment process for the post cannot act as a referee.



	Name
	Email Address & Contact Telephone no
	Position Held



	
	
	

	
	
	

	The Association reserves the right to take up a reference from your present employer.




References, CV’s or testimonials should not be submitted with this application form.

	CANVASSING

Any approach (except for obtaining information about the post) directly or indirectly by or on behalf of the applicant will disqualify this application.



DATA PROTECTION 

I consent to the information I have provided in this form being used for processing my application for this post, including both manual and computerised records and retaining this information for a period of 12 months after the selection exercise.

	SIGNATURE OF APPLICANT:  ____________________________________________     DATE:     _________________



DECLARATION:

I hereby certify that the information supplied by me in this application is correct.  I understand that any untrue statement made, or the provision of misleading information could lead to disqualification of this application or dismissal in the event of employment.  I also understand that prior to appointment a post check for any record of convictions may be carried out.

	SIGNATURE OF APPLICANT:  ____________________________________________     DATE:     _________________




SUBMISSION OF APPLICATIONS
Applications may be submitted by post or by email on or before the closing date.
All emailed applications will be acknowledged and should you wish to have receipt of your hard copy application acknowledged, please enclose a stamped, self-addressed envelope.

Before returning your application form, please ensure that you have sent:

· The signed application form
· The completed Equal Opportunities Questionnaire

Postal Address:

Ark Housing Association (NI) Ltd





Unit 1, Hawthorn Office Park




43 Stockmans Way




BELFAST





BT9 7ET
Email Address:

recruitment@arkhousing.co.uk
To arrive not later than 
Friday 18th July 2025 at 12 Noon.
�








