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Marie is an eighteen year old student who wants to apply for this job. This is how she filled
out her application form!

http://www.bbc.co.uk/ni/education/gogetit

Belfast Spirit - Application Form

Job Title: Assistant Youth Worker

Name: Marie O’Donnell Address: 23 Castleview Road
Belfast
BT0 8TP

Telephone: 028 9054 6954

Starting with the most recent, please give details of your education, qualifications and training relevant
to this application.

Qualifications and Training:

Insert details of your education or training at school or college. List the qualifications
obtained and note any training relevant to the application.

Sept 2001 June 2003 New Road Sixth Form College
17 Smith Street, Belfast, BT0 8RN

A-levels
French B
English C
History C

Sept 1996 June 2001 Belfast High School
29 Black Rock Road, Belfast, BT0 8PH

GCSEs
French A
English language A
IT B
Social Studies B
History C
Maths C
Business Studies C

RSA
Typing Stage I distinction

Dates

From To
School/college and qualification
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Starting with your present or most recent job, please give a summary of all employment, including any
freelance and relevant unpaid work.

Belfast Youth Action 
14 Reef Street 
Belfast 
BT0 2KE

Belfast Duck sanctuary
Lough Neagh House 
49 Laghy Road
Belfast
BT0 5UN

Oxfam
83 Hope Street
Belfast
BT0 1PS

Summer 2003 and 2002

Youth Leader Assistant

I assisted a Youth Leader in her daily duties of running creative
workshops for Belfast teenagers. I undertook administrative duties and
maintained a database of team members. I also organised day trips and
ensured that any materials or props required were available

2-week work experience October 2002

Sanctuary assistant

I helped with the feeding and care of injured or sick ducks. I led school
group tours of the sanctuary and I assisted in the maintenance of the
sanctuary grounds and buildings

Summer 2001 

Volunteer fundraiser and administrative assistant

I worked in a team of five fundraisers. We came up with a two-month
fundraising plan and during the course of the summer, we raised over
£1000. I also undertook administrative duties, such as typing, database
maintenance and reception duties.

Employment History:

Place of Work: Post/responsibilities

Insert details of your past jobs here. Make sure you include summer jobs, voluntary work or
any school-based work experience. Identify the type of business you were employed in, your
job title and details of your responsibilities. If you didn’t have a job title, create a meaningful
one such as clerical assistant or customer service staff. Outline your achievements in strong,
positive language.
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Outline the skills, experience and abilities relevant to the job

Skills, Ability and Experience:

Use this section to outline the skills and experience you have gained in paid work, voluntary
work, work at home, your studies or your leisure activities which are relevant to the job. Your
experience should show why you are suitable for the job. Take a look at the space provided
- it indicates how much information the employer wants to see. They’re looking for evidence
of specific skills, such as team working or problem solving. Provide information about the
context in which you displayed the skills, what your personal contribution was and the final
result. Always use your best example rather than a large number of weaker examples.
Support your example with facts or figures.

Additional Information:

Some forms will have covered most of your information and have a small space for
additional information. Just add key skills, attributes or information not covered elsewhere.
However, other forms will have covered little and expect most of your information to be
presented in this section. In this case, follow the person specification and outline in detail,
with examples, how you meet the criteria.

During my summer job as an assistant youth leader, I

• supported my youth leader in running drama, art and writing workshops for 12-16 year olds

• used my organisational skills to ensure that necessary materials were ordered and ready

• used my creative skills to cost, design and distribute posters and flyers to advertise our courses
and workshops

• used my IT skills to create and maintain a database of participants, used email and word-
processed letters

• used my accounting skills to collect and account for money for trips and activities

I led school group tours around a duck sanctuary, where I had to use my communication and problem-
solving skills to ensure that each group had the best possible experience.

As an Oxfam fundraiser, I used my problem-solving and team-working skills to come up with a joint
fund-raising scheme. We raised £1,289 over a two-month period with activities such as a ‘Blind
Auction’, a sponsored Twister tournament at City Hall, barbecue evenings, sponsored youth walk on
the Lagan tow path, sponsored dance-a-thon, karaoke nights, and raffles.

I used my communication skills to represent Oxfam publicly in asking for sponsorship and in media
reports on our funnier fund-raising efforts.

My GCSEs in IT and Social Studies ensure that I have the skills needed for youth work.

While at school, I was a member of the drama group for four years. I took part in playwriting, prop
design, poster design and acting. I played the part of Lady Macbeth in the last school play.

I am a hard-working and energetic person. I am committed to a career in youth work, as I feel that I can
best use all of my abilities in this job. My skills in IT, communication, problem-solving and in improving
my learning and performance ensure that I will be an asset in your organisation.
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Do you have any restrictions on your right to work in the UK? 

This section usually applies to people born outside the EU, who need a special permit to
work within the UK. If you were born in the EU, you won’t have any restrictions on your right
to work in the UK.

YES/NO

Referees:

A referee is someone who is prepared to recommend you or provide character information
about you to a potential employer. Provide details of these when asked. If you’re recently
out of school or college, one should be an academic referee. It’s normal to provide one
academic and one work referee. Always check in advance that they’re happy to act as your
referee and send them a copy of your CV.

YES/NO

YES/NO

If you are invited to attend for assessment or interview, do you

have any special requirements? 

This section enables people with special requirements to outline their needs. Examples of a
special requirement may include wheelchair access, guide dog access etc.

YES/NO

If yes, please enter details of your requirements.

Signature Date

Referee 1 Referee 2

Can references now be taken

up with your first referee? 

I agree that any offer of employment is subject to satisfactory references,
medical information supplied and a medical examination (if required). I
confirm that the information supplied by me on this form is correct. 

YES/NO

Can references now be taken

up with your first referee? 

Mrs Jean Turley 
Belfast High School 
29 Black Rock Road 
Belfast 
BT0 8PH 
02890 78498 
Form Teacher 

Ms Mary Duffy
23 Greenfields avenue 
Belfast 
BT0 9PT 
02890 79832 
Youth Leader 


