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Fermanagh Trust
APPLICATION FORM




	Job Applying for:
	Part-Time Receptionist
8.30am – 5:30pm Thursday & Friday

	Source of Advert?
	




	Please type or write clearly in black ink as this form may be photocopied. CVs will not be accepted on their own unless you are unable to complete the application form because of your disability.  


PERSONAL DETAILS


	
Surname:
	
Forenames:

	
Address:






Postcode:
	









	
Title (for correspondence purposes):

	
	
	
Telephone Contact Details (if available)

	
	
	
Home:

Work:

Mobile:


	

	
	
	
	

	
	
	
	

	Email:


	
	



	Please specify any dates you will be unavailable for interview:  



Using examples from your work, voluntary experience, education or other activities, please explain how you meet the following essential criteria:

1. Reception and Customer Service Experience
Essential Criteria



	Please describe your experience working in a reception, customer-facing, or front-of-house role.



Essential Criteria continued



2. Administrative experience.

	Please describe your experience providing administrative support, including tasks such as filing, maintaining records, managing emails, typing, photocopying, or data entry:



3. Communication Skills

	Please provide examples that demonstrate your communication and interpersonal skills, including handling telephone and face-to-face enquiries



4. Organisation and Prioritisation

	Please describe how you organise your workload, manage competing priorities, and maintain attention to detail












5. IT Skills
	Please outline your experience using Microsoft Office and other office systems, including email, databases, booking systems, or diary management systems.







Desirable Criteria



Please complete this section if applicable.

1. Community or Voluntary Sector Experience

	Describe any experience working in a charity, community, or voluntary sector organisation.




2. Meeting Support, Hospitality and Room Bookings

	Describe any experience supporting meetings, events, room bookings, hospitality arrangements, or diary management.











3. Health & Safety / First Aid

	Please provide details of any Health & Safety or First Aid knowledge, qualifications, or experience










Availabilitiy




	Please confirm that you can meet the requirements of this role:
	Requirement
	Yes
	No

	Available to work Thursdays and Fridays (8.30am–5.30pm)
	☐
	☐

	Able to work occasional evenings if required
	☐
	☐

	Able to work occasional weekends if required
	☐
	☐

	Willing to undertake cleaning and room setup duties
	☐
	☐

	Able to carry out light physical tasks associated with room setup and hospitality
	☐
	☐







EMPLOYMENT HISTORY



Please list your employment/experience in chronological order, with the most recent first and 
include unpaid or voluntary work, if relevant
                                                                                      PRESENT OR MOST RECENT EMPLOYMENT



	Name and address of employer:



	Start date:

	Leaving date:


	Job Title:

	Reason for leaving:

	Brief summary of key responsibilities:








PREVIOUS EMPLOYMENT continued


	Name and address of employer:



	Start date:

	Leaving date:


	Job Title:

	Reason for leaving:

	Brief summary of key responsibilities:








PREVIOUS EMPLOYMENT continued


	
Name and address of employer:



	Start date:

	Leaving date:


	Job Title:

	Reason for leaving:

	Brief summary of key responsibilities:










EDUCATION/QUALIFICATIONS



	Technical/Professional:





	Dates :
	Qualifications :

	Further/Higher Education
	Dates:





	Qualifications:

	Secondary Education:




	Dates:
	Qualifications:



PROFESSIONAL TRAINING



	Please provide details of any professional training, certificates, or courses relevant to this role:
(Examples may include administration, customer service, First Aid, Health & Safety, IT Training)
	Course/Training
	Provider
	Date Completed

	

	
	

	

	
	

	

	
	






REFEREES



	Please provide the details of 2people (not relatives), one of whom should be your present or most recent employer:

	Name:
	Name:

	Relationship:
	Relationship:

	Position:
	Position:

	Address:
	Address:

	Telephone No:
	Telephone No:






CRIMINAL CONVICTIONS



Have you any criminal convictions (unspent or pending)?                         YES / NO

If yes, please give details:






DECLARATION



	
I declare that to the best of my knowledge the information I have given in support of my application is true and complete.  I understand that if it is subsequently discovered that any statement is false or misleading, I may be dismissed.




SIGNATURE:                                                                                          DATE:





DATA PROTECTION



	
Fermanagh Trust will retain information about job applicants for 12 months.  Application forms for successful candidates will be retained on their personnel file.





Please send completed form to: 

Marilyn Quinn, The Fermanagh Trust, Fermanagh House, Broadmeadow Place, Enniskillen, Co Fermanagh  BT74 7HR.

Or

Email: marilyn@fermanaghhouse.org


Closing date for completed application form is 
10am Wednesday 12th August 2026 …….
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