RECRUITMENT FOR ARTS & DIGITAL MEDIA COORDINATOR

NORTHERN VISIONS 
GUIDELINES

1. 
If you would like this application form in alternative formats please contact Northern Visions.

2. 
Please read this application form first before filling it out. 

3. 
If you cannot answer YES to any of the question(s) asked in the Essential Skills sections then you are not eligible for this post. We have included section notes to help you fill out the application form.

4. 
It is the applicant’s responsibility to make sure that all the information is entered on the application form. Submitting a CV is optional.   

5. 
Please complete all sections. You must address all the questions listed and demonstrate clearly how you meet each one.  Unless you do this, we will be unable to proceed with your application.  

6. 
Each requirement must be answered in the specific section provided, as the panel will not extract information from other sections to see if you meet the criteria.

7.
This application is scored. Please note where there are a large number of applicants, candidates may also be shortlisted using the Desirable Criteria from the Person Specification and applicants should show in the application form how they meet this. 

8. 
It is not necessary to exceed what we have asked for on this application form. 
9. 
You should ensure that you provide evidence of your experience on your application form, giving length of experience, examples and dates as required.

10. 
It is not sufficient to simply list your duties and responsibilities. The selection panel will not make assumptions from the title of the applicant’s post or the nature of the organisation as to the skills and experience gained. If you do not provide sufficient detail, including the appropriate dates needed to meet the eligibility criteria, the selection panel will not be able to score your application.

11. 
Wherever possible, please be succinct and factual. Answers of less than 300 words to each question are preferred. No answer should exceed 500 words.

12. 
Please complete the form clearly and legibly in typescript (minimum size 11pt).  Where application forms are not typed/word processed, you should write in BLACK INK in BLOCK CAPITALS only.  If we cannot read the form, we may be unable to determine whether or not you meet the requirements for the post.

13. 
The Application Form must be dated. Please type or write your name if you do not have an electronic signature.
14. 
You may return the Application Form by email to feedback@nvtv.co.uk or you may post it to The Chairperson, Northern Visions, 23 Donegall Street, Belfast BT1 2FF. You will receive an email acknowledgement within 24 hours. We will not accept any liability unless you produce an email returned to you by us.
15. 
Your completed Application Form must arrive by the stated closing date.

16. 
We will accept hand delivered applications up until the closing time. If you are hand delivering, please write your name and address on the envelope and ASK FOR A RECEIPT. We will not accept any liability unless you produce a receipt signed by us. Please note that there are guidelines in place in the building due to the pandemic so please follow the instructions you are given.
17. 
Late applications will not be accepted.

18. 
Canvassing will disqualify.

19. 
A candidate found to have given false information or wilfully to have suppressed any material fact will be liable to either disqualification or, if appointed, dismissal.

20. 
If the Application Form is not completed and returned in accordance with these Guidance Notes, it will be disqualified.
APPLICATION FORM 

FOR ARTS & DIGITAL MEDIA COORDINATOR

NORTHERN VISIONS 
	I understand that it is an essential requirement of this post to work with members of the public and that in making this application I am agreeing to work with EVERYONE regardless of sex, gender and gender reassignment, race, age, religious or cultural background and belief, ethnicity, colour, disability, marital or civil partnership status, sexual orientation and nationality.  If you agree to this statement, please tick the box. √



	Yes

No




	 Surname



	

	First Name(s) - underline name by which you are known



	

	Address



	

	Post Code



	

	Telephone

	

	Email

	

	Do you require a visa or work permit to work in the UK?

	Yes

No



	Current/Most recent Salary (per annum)

	

	Amount of Notice required

	

	Interview Arrangements  - Please give details of any special arrangements required at interview. If you have no special requirements enter N/A.  



	

	QUALIFICATIONS



	1. Do you have:

Third Level Qualification √

IT IS ESSENTIAL THAT YOU HAVE A THIRD LEVEL QUALIFICATION OR EQUIVALENT OR THREE YEARS RECENT EMPLOYMENT IN ARTS/FILM/DIGITAL MEDIA WITHIN THE LAST FIVE YEARS.

(We accept all third level qualifications. it is not necessary to have a media or arts third level qualification)


	Yes

No



	Name and Address of University/College 

or Awarding Body
	Dates Attended
	Qualification Gained

	
	
	

	
	
	

	
	
	

	AND 
GCSE English (or equivalent)?  √

THIS CRITERIA IS ESSENTIAL. 

Detail under QUALIFICATIONS in next section.


	Yes

No



	AND 

A Level English (or equivalent)? √
THIS CRITERIA IS DESIRABLE. 

Detail under QUALIFICATIONS in next section if you have this qualification 


	Yes

No



	QUALIFICATIONS 

Please give a summary of your education/training qualifications including non-accredited training and year obtained. Include all qualifications you consider relevant for the post.

For Relevant or Equivalent qualifications you must give: the type of qualification; awarding body and date awarded (the date awarded is the date on which you were notified of your result by the official awarding body), and what qualification you are stating it is equivalent to. If you do not know the exact date please enter the year it was awarded. 
If you believe your qualification is equivalent to the one required, the onus is on you to provide the panel with details of modules studied etc so that a well-informed decision can be made.

Documentary evidence of Essential Qualifications asked for will be required if you are called for interview.



	Awarding Body
	Date awarded
	Subject
	Level
	Result
	Equivalency

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	2. Employment History

Detail all your employment/self-employment (and periods of unemployment) starting with the most recent. If you cannot give actual dates, please indicate relevant month and year.  Please indicate if full time or part time and hours worked per week.   Please only detail the last five years as a maximum, you may give a summary in the last box in this section of any other employment you believe is relevant outside of this time frame.

IF YOU DO NOT HAVE A THIRD LEVEL QUALIFICATION IT IS ESSENTIAL THAT YOU DOCUMENT THREE YEARS RECENT EMPLOYMENT IN ARTS AND/OR FILM/DIGITAL MEDIA (WITHIN THE LAST FIVE YEARS)

(We accept the definition of digital media as "the creative convergence of digital arts, science, technology and business for human expression, communication, social interaction and education") 



	From/To

Full Time/Part Time 

& Hours worked per week


	Employer’s Name & Address
	Job Title
	Short Explanation of Duties

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Any other employment you believe relevant which does not fall within the last five years.



	 If you have any Professional Qualifications or Membership please detail them here.

If none, please write N/A

	Name of Professional or Technical Association
	Date
	Status

	
	
	

	
	
	

	
	
	

	KNOWLEDGE & EXPERIENCE



	3. Please share with us your experience of working with arts and/or cultural and/or heritage groups?

It is essential to have experience of one of the following sectors – community development groups, community arts, ethnic minorities, language minorities, disability groups, youth groups, women’s organisations, gender specific work, the voluntary sector, charities? Please use the separate section to detail this. √



	Yes

No



	Please detail your experience of working with arts and/or cultural and/or heritage groups.
THIS CRITERIA IS ESSENTIAL

	

	4. Do you have experience of Final Cut Pro or similar post production software? √
You will have an opportunity to detail your film and television broadcast credits in Question 24


	Yes

No



	5. Do you have experience of Broadcast standard Camera & Sound Equipment? √
You will have an opportunity to detail your film and television broadcast credits in Question 24


	Yes

No



	6. Do you have experience of Research? √


	Yes

No



	7. Do you have experience of managing or co-ordinating projects? √


	Yes

No



	Please detail your experience of managing or co-ordinating projects.
THIS CRITERIA IS ESSENTIAL.



	

	8. Do you have experience of journalism? √


	Yes

No



	Please detail your experience.
THIS CRITERIA IS ESSENTIAL.



	

	9. IT SKILLS
Detail your IT skills in the following table. 

If you are self-taught but have no accreditation, please name the IT skill and answer No to the question “Was this accredited?” and use the box at the end of this section to describe why you wished to learn a particular skill.
Please only detail skills gained in the last five years OR LESS. 


	Name of IT skill


	Was this accredited?
	Name of awarding body
	Level
	Grade attained & date
	Equivalency

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	IT Skills, which are self taught: please give an explanation here.


	SKILLS, ABILITIES, COMPETENCIES


	10. Do you have excellent written and verbal communication skills?

Do you communicate ideas clearly?  √
(Please note that excellent written English is an essential requirement of this post).



	Yes

No



	Please detail your skills, abilities and competency.

THIS CRITERIA IS ESSENTIAL.



	

	11. Are you able to work unsocial hours when required to do so? √
THIS CRITERIA IS ESSENTIAL.

	Yes

No



	12. Do you agree to technical skills training when required by Northern Visions? √
THIS CRITERIA IS ESSENTIAL


	Yes

No



	THE FOLLOWING QUESTIONS RELATE TO DESIRABLE CRITERIA ONLY


	13. Do you have experience of Apple technologies within a professional environment?

	Yes

No



	Please detail your experience.

	Name of Apple software or technology


	Explanation of where you gained this experience
	Date

	
	
	

	
	
	

	14. Do you have on air skills? √

	Yes

No



	15. Do you have experience of music composition, production and related software applications? √


	Yes

No



	16. Do you speak a language other than English? √


	Yes

No



	17. Do you have experience of writing press releases. √

	Yes

No



	18. Do you have experience of volunteering or working with volunteers? √

	Yes

No



	19. Do you have experience of being a trainer in digital media and/or technical media training. √

	Yes

No



	20. Do you have knowledge of the Irish speaking or Ulster-Scots communities. √

	Yes

No



	21. Do you have knowledge of the Irish speaking or Ulster-Scots communities. √

	Yes

No



	22. Do you have experience of working on cross community projects.√


	Yes

No



	23. Please tell us how you meet the desirable criteria. 

	


	24. Please state your credits, the films, which you have worked on and the film’s duration if known. 

THIS CRITERIA IS ESSENTIAL 

Notes: 

Producer – The establishment who paid for the production or in the case of volunteerism, who made primary use of the production.

Subject Matter – Issues raised in the film.

Min – approximate duration in minutes.
Credit – For this post, we are interested in the following: Camera, Sound, Editor, Research. 

Broadcast – TV station (include year shown if you can)

Non Broadcast – where and to whom exhibited, for example, cinema, Internet, Festival, Organisational event etc (include year shown if you can)
PLEASE DO NOT INCLUDE ANYTHING WHICH HAS NOT BEEN DISTRIBUTED
Name of Film                                   Producer                                    Subject Matter                                    Min                 Credit               Broadcast               Non Broadcast



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	25. This section is optional. You may provide any further information up to a limit of 500 words, which you consider relevant experience for the post. 



	

	REFERENCES

Please give the names and addresses of two people who are able to provide references relating to your academic and/or work experience and suitability for this post.  One referee should be a previous employer if possible and preferably your present or most recent employer.  

References will only be sought if successful at interview.



	Surname

	

	First Name

	

	Job Title

	

	Address

	

	Post Code

	

	Telephone

	

	Surname

	

	First Name

	

	Job Title

	

	Address

	

	Post Code

	

	Telephone

	

	Declaration 
I declare that I can work unsocial hours as required by the post if necessary.
I hereby certify that all the information given by me in connection with this application is correct to the best of my knowledge, that all questions relating to me have been accurately and fully answered and that I possess all the qualifications, which I claim to hold.



	Signature & Date



	This application form, the job description and enclosures constitute all information available on this post. 

No further information is available by phone. 

Further information about Northern Visions may be found at:
www.nvtv.co.uk


	Please refer to the Person Specification for ways in which you may be required to 

 demonstrate ability during the selection process.

CLOSING DATE – Friday July 30th 2021



