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	Quaker Council for European Affairs

Employment Opportunities
The Quaker Council for European Affairs seeks to be an Equal Opportunity Employer



Application for Service as QCEA Programme Assistant
(To be returned by COB Tuesday 10 June 2014)
Please insert the space you need in the application form (both in the tables and in the space after questions which do not have tables) to answer the questions fully; your application should not exceed 8 pages. 
1. PERSONAL DETAILS
Surname:
First name(s):

(Please underline the name by which you are known, 


or give your nickname if different)

Present address:
Permanent address (if different):

Telephone: 
Email:

Date of birth:




Place of birth

Gender:
         Nationality
:

Do you have any medical conditions of which we should be aware? 
Yes/No

If yes, please give details: 

2. EDUCATION
Please give us details of relevant tertiary educational experience
	Name of School/

College/University
	Courses Followed
	Examinations Passed
	Dates

	
	
	
	


3. EMPLOYMENT AND Other EXPERIENCE
Please give us details of work experience and employment (latest first):

	Dates
	Employer (name and address)
	Job Title
	Main Tasks

	
	
	
	


Details of any relevant voluntary work you have done:

	Dates
	Organisation
	Role
	Main Tasks

	
	
	
	


In no more than ½ a page, please give details of any travel you have done independently in a country/countries other than your home country (including dates, purpose of travel, locations visited and length of stay):

4. SKILLS
Which language do you normally speak?

Other languages known, indicating degree of fluency in writing and speaking:

	Language
	Degree of Fluency (written)
	Degree of Fluency (spoken)
	Degree of Fluency (comprehension)

	
	
	
	


Computer skills and experience? (Please indicate the relevant software or interface you have used under the appropriate skill level you have attained.)

	Type of Application 
	No Knowledge
	Have used it occasionally
	Basic skill level – can use main interface
	Reasonable skill level – can use shortcuts or special tools
	Excellent skill level – could teach a few computer-phobic people to use it!

	Word processing
	
	
	
	
	

	Spreadsheets
	
	
	
	
	

	Desktop publishing 
	
	
	
	
	

	Website maintenance
	
	
	
	
	

	Website design (Dreamweaver or Wordpress)
	
	
	
	
	

	E-mail
	
	
	
	
	

	Social media
	
	
	
	
	

	Web research
	
	
	
	
	


Please tell us of any other computer skills or experience which might be relevant:
5. MOTIVATION and SKILLS 
In no more than 1 ½ pages (single spaced), tell us the following:

· Your motivation for seeking a role with the Quaker Council for European Affairs. 

· How your skills and experience compare to the essential and desirable criteria listed in the job description.

· What you hope to offer QCEA, and how you would like to develop professionally during the year.

The role profile and person specification document sets out what QCEA is looking for in terms of skills and experience of candidates. You should make sure that you address these in your application so that we can judge your application fairly against that of other applicants.
6. CHALLENGES AT WORK
In no more than 1 ½  pages (single spaced), please tell us of any political or social action experience you have gained. Choose one challenge that you encountered in that work, and tell us how you overcame it.

7. REFEREES
Please give the names, telephone number, address and email address of two referees who know you well (ideally on a professional basis) but who are not related to you. One of these should be a Quaker if at all possible – please indicate.

	
	Referee 1
	Referee 2

	Name
	
	

	Address
	
	

	Phone (include international code)
	
	

	E-mail
	
	

	Skype address if available
	
	

	Quaker? (Yes/No)
	
	

	In what context does this referee know you?
	
	

	Can we contact this referee prior to a final interview? (Yes/No)
	
	


8. Interview Dates

	Are you available to come for interview on the following dates? 
	Dates available
	Dates not 

available

	For Phone or Skype Interview if necessary: 1-3 July
	
	

	For face to fact interview in Brussels (you would need to arrive during the afternoon of the day before): are there any dates in the weeks of 22-24 July 2014 when you are not available.

Reasonable travel costs are reimbursed for this part of the selection process.
	
	


9. How did you find out about this vacancy?
Signature:……………………………………………
                           Date:………………………………..
�	 Please note that we can only consider applicants who have the right to work in the EU.


�	 Please note that you do not need to send a hard copy of this application form – if you e-mail it, simply repeat your name here.
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