WaterAid Equal Opportunities Monitoring Form

WaterAid is working towards equality of opportunity in employment and welcomes applications from all sections of the community. We aim to ensure that no job applicant or employee receives less favourable treatment on the grounds of gender, tribe, religion, race, caring responsibilities, marital status, sexuality, disability or age.

To help us achieve our aim, please complete the following sections. The information you give will be used for statistical monitoring purposes only. The form will be detached from your application before it is passed to anyone involved in the recruitment process and when the data has been recorded your form will be destroyed.

You are not obliged to complete this form, but we hope you will do so. Please tick the appropriate boxes.

	Name:- 
	


	Post applied for- 
	


	Ethnicity 
	

	Religion 
	

	Gender


	Female 


	
	Male
	

	Age
	

	Do you consider yourself to have any disabilities?


	Yes
	
	No
	


	
	
	
	
	


IMPORTANT INFORMATION - GUIDANCE NOTES ON COMPLETING APPLICATION FORM
WaterAid aims to give all applicants the best opportunity to be successful in apply​ing for employment.  The enclosed application form has been designed to provide relevant information to those involved in the recruitment process.

Please read these notes carefully.  Your application form plays an important part in our selection process.  It determines whether you will be short-listed for an interview or not.

THE APPLICATION FORM

There are several sections to the application form.

The personal details and reference sections are required for administrative purposes should an offer of employment be made.

The inside pages ask for details of current and previous employment and further information which we require to match your skills against those in the job description and person specification. To give yourself the best chance of selection for interview you should ensure that you include all relevant information about yourself bearing in mind what is required.

All information will be treated with strictest confidence and referees will not be contacted without your permission.

COMPLETING THE FORM

Remember - make sure your application form is well presented to create a good impression.

· Please type in black ink.

· Job Description and Person Specification - read these carefully as they list  the skills, knowledge, qualifications and experience required

· The text boxes in the “career history” section are expandable. Make a copy of your completed form for your own reference

· Education and Professional Qualifications – WaterAid Nigeria is primarily interested in the highest educational level you have achieved, as well as whether you have basic numeracy and literacy skills in English, which is the language in which we work.

· Please do not send in your CV unless specifically asked to. The application form is part of the information required for the final short-listing.

RETURNING THE COMPLETED FORM

Your completed application form should be returned to the email address hrnig@wateraid.org to arrive no later than the stated closing date. We are unable to consider late applications.

In some instances where a large number of applications are expected, only applicants who are short -listed will be contacted.

Please inform us if at any stage after submission of your form you decide not to proceed with your application.

CONFIDENTIAL 

Application Form – 
Communication & Campaigns Officer, Abuja

Please complete clearly and electronically and send to: hrnig@wateraid.org. 

	Date Of Application 


	

	Position Applied for 


	 


Personal Details
	Surname
	
	First Names:
	


(Ms/Miss/Mrs./Mr./Other)

	Address
	

	Post Code (If Applicable)
	

	Telephone no.
	Home
	
	Work (discretion will be used)
	

	email address
	


Qualifications / Training
Schools, Colleges, University etc.:

	Institution
	From
	To
	Qualification/results 

	
	
	
	

	
	
	
	

	
	
	
	


Other training / qualifications including relevant short in-service training courses:

	Course
	From
	To
	Details

	
	
	
	

	
	
	
	

	
	
	
	


Please continue on a separate sheet if necessary)

Employment

Present or most recent employer: (if appropriate)

	Name and address of employer
	

	Dates employed 
	From:
	
	To:
	Date

	Employer’s Job Title:
	

	Your Job Title
	

	Summary of duties
	

	Current / most recent salary
	

	Reason for leaving
	

	Notice Required
	


Other employment / experience (most recent first)

Please include experience relevant to this post which you may have gained outside paid employment, including voluntary work 

	Employer’s name & address
	From
	To
	Position held and duties
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Further Information 
Tell us how your experience, skills, knowledge and qualities make you suitable for appointment to this post.

Short listing will be based only on the information provided and on your ability to meet the selection criteria described in the person specification for this post. You may wish to list your experience etc. under sub-headings according to the selection criteria. Remember that we will only be able to shortlist you if you give the necessary evidence on this form and continuation sheets.  Continue overleaf and on a separate sheet if necessary.

	COMPETENCY 1). Ability to Coordinate WaterAid Nigeria’s collaboration with other policy actors 



	COMPETENCY 2). Ability to proactively publish the practice and policy issues affecting the WASH Sector in the country 



	COMPETENCY 3). Ability to effectively communicate with people outside the organization & represent WaterAid Nigeria to the outside world 


	COMPETENCY 4). Ability to write briefing notes and case studies to guide media in reporting issues to improve pro-poor targeting and efficiency of investments in Nigeria’s WASH sector 


	COMPETENCY 5). Ensure effective campaigns towards keys events


	COMPETENCY 6). Ensure documentation and dissemination of key sector information 


	COMPETENCY 7). Support to Media and CSO Networks in the sector




Referees (one should be your current or most recent employer)

Please note that any job offer is subject to satisfactory references. We will only seek references for the successful candidate unless otherwise advised.

	
	Referee 1
	Referee 2

	Name
	
	

	Job Title
	
	

	Address
	
	

	Post Code
	
	

	Email address
	
	

	Tel no.
	
	


Declaration 

I confirm that the information provided on this application form is true and correct. 

	Signed
	
	Date:
	


Please note that if you are returning this form electronically and unsigned you will still be bound by the declaration when we receive your application electronically. 
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