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Sightsavers application process

To apply for an advertised vacancy, please;

· complete the application form in full, you can find a copy attached to the back of this application pack,

· ensure that you demonstrate within the form why you are applying, how you meet the jobholder entry requirements and what additional skills and experience you would bring to Sightsavers, and

· complete the equal opportunities monitoring form which will be detached from your application form as it does not form part of the short listing process, this can also be found at the back of this pack.  

Once completed please send your application to the Human Resource department at hr@sightsavers.org or to our postal address which is 70 Georges Street Upper, Dun Laoghaire, Co. Dublin.
.

When sending your application to us please ensure that it will arrive by 5pm on the closing date. 

Guidance notes on completing the application form

Please read these notes carefully before completing the application form.

The purpose of completing Sightsavers application form is for you to provide us with information about yourself which will help us to decide who to short list for interview.  

Completed application forms are matched against the requirements set out in the job description to create a shortlist.  

Please note that we do not accept curriculum vitae (CVs) for any of the roles we advertise.

If you would like to receive an application pack in a different format please contact hr@sightsavers.org with your specific requirements.

Completing the application form

You should carefully review the job description before you complete the application form.  This will inform us of your suitability for the role and help us decide who will be short listed for interview. We are looking for you to demonstrate that you meet the criteria listed in the job description detailing your achievements and abilities so you must clearly state on the form exactly how you feel you match the requirements for the role.

The following tips are suggested in order to help you complete the application form as effectively as possible:

· Study all the information you have been sent about the job before you begin to complete the form.  Ensure that you are clear about what you are being asked to do.

· Make sure that your application is specific to the job you are applying for.  A standard application form, which you have prepared before, may not address all of the requirements for the role.
· You should provide information about your skills and experience which will address all of the requirements of the role. 

· Please give examples of your skills and experience making it very clear of your role in this i.e. whether as a support or leading role.
· Make sure that you complete all sections of the application form.

· Remember to consider all your relevant skills and experience whether acquired at work or outside of work.
· When you are listing your previous jobs please ensure that the dates are correct and in the right order, with your most recent employment first.

Unfortunately due to the large volumes of applications that we receive we are unable to offer feedback to those not short listed.
Checklist for application process

Please return to us a:

1. completed application form, and a

2. completed equal opportunities monitoring form

Please find on the next page some general information about working at Sightsavers and the sort of benefits that employees receive. 

CANDIDATE INFORMATION SHEET

Sightsavers Vision:

Sightsavers’ vision is of a world where no one is blind from avoidable causes and where visually impaired people participate equally in society.



Mission: 

We are an international organisation working with partners in developing countries to eliminate avoidable blindness and promote equality of opportunity for disabled people.

Sightsavers aspires to live by the following values:
· Blindness is an important cause and effect of poverty. We work with poor and marginalised communities in developing countries.

· We achieve much more when we collaborate. We forge alliances and partnerships to ensure a positive and long-term impact on people’s lives.

· People should not go blind unnecessarily. We prevent, treat and cure avoidable blindness and promote eye health.

· People with visual impairment should be able to develop their potential to the full. We work with disabled people and others to promote equal rights and opportunities.

· With the right resources, people can find their own solutions. We strengthen organisations and communities to develop practical and enduring solutions.

· Learning and innovation are essential in order to improve the quality of what we do. We underpin our work with the best available evidence and research, and learn from our experience and that of others.

· Our supporters are a key part of the solution. We work together, inspiring each other to accomplish our goals.



Employee Benefits

· Sightsavers Office is based in a very pleasant location in Dun Laoghaire, Dublin with excellent local facilities and transport links.   The local station is only 10 minutes walk from the office.  
· We offer significant career development in terms of skills enhancement and formal training.  Annual Performance and Development reviews give you the opportunity to meet with your manager and discuss training and development needs.   

· We are committed to ensuring our employees have the appropriate qualifications and skills to fulfil their job role and progress their careers.  Sightsavers invests in employee’s development by offering opportunities to undertake studying for relevant qualifications and paying professional membership fees.

· Salaries are regularly reviewed and are set at a level that is sufficient and necessary to attract, develop, motivate and retain the appropriate calibre employees.

· All employees are entitled to 25 days holiday per year in addition to public holidays.  

· Full time employees work 35 hours a week – but your actual working hours are flexible. 

· Where job vacancies occur we actively encourage internal applications, we have a good track record of offering existing employees opportunities to take on new responsibilities.

· We offer a Short Term Employee Placement Scheme (STEPS) for all employees. This scheme enables employees to visit centres of excellence within the Sightsavers organisation to learn from local expertise in a particular activity or type of work. This is just one of the ways Sightsavers actively supports the professional development of all employees globally.
· We actively promote local pension provision and are happy to make contributions to a recognised pension scheme of your choice in Ireland. The contribution rates are flexible, Sightsavers will double the level of the employee contribution up to a maximum employers contribution of 10%. 
· We offer some good Family Friendly Policies – the right to request flexible working if you have a young family to look after, as well as enhanced Maternity, Adoption & Paternity provisions.

· Interest-free season ticket loans are available to all employees, the cost of which is deducted from your wages over the course of the year.
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	Application for Employment             
We are an equal opportunities employer and encourage applications from all sectors of the community


PERSONAL DETAILS

	Application for the post of:



	Please state where you saw the advert:



	Surname:                                    Title:
	Forenames:



	Address:

Post code:
	Can you be contacted by telephone? Yes/No

If yes:  Daytime 

            Evening 

            Mobile

Email Address:

	Nationality:


	


To enable us to comply with our obligations under the Asylum & Immigration Act can you confirm that you are entitled to work in Ireland?  YES/NO

EDUCATION

	Name and address of School/College/University


	Dates
	Examinations Passed




EMPLOYMENT

Please list below present and previous employment, starting with your most recent employment (if necessary continue on a separate sheet)

	Dates from
	To
	Employer’s name, address and nature of business
	Posts held

(brief description of duties)

	
	
	
	


If you are currently working, please state the length of notice required by your employer:

INFORMATION IN SUPPORT OF YOUR APPLICATION

Continue on a separate page if necessary

Please outline:

The reason for your application:

The experience you have gained that would be relevant to this application:

ADDITIONAL SKILLS AND EXPERIENCE

Information Technology

Please detail the computer systems/packages that you have used:

Languages

Please detail any additional languages which you speak:

REFERENCES

Please give two; one should be your last employer or tutor.  They will be taken up only on offer of employment, unless you give prior permission.

Name:







Name:

Address:






Address:

Postcode:






Postcode:

Email:







Email: 

OTHER PERSONAL DETAILS

Rehabilitation of Offenders  Act 1974

Have you ever been convicted of a criminal offence, other than a spent conviction 











YES/NO

Disability

Do you consider yourself to have a disability?  




YES/NO

If yes, please give details:

How can we assist with any special needs you may have to enable you to attend interview or carry out your duties?

DECLARATION

I declare that the information given, to the best of my knowledge, is accurate, and that, if appointed, any statement made on this form which is found to be false may result in my employment being terminated.

Signed:

Date:
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EQUAL OPPORTUNITIES MONITORING FORM

Sightsavers International is committed to the policy of equal opportunities in employment regardless of marital status, gender, sexual orientation, disability, colour, race, religion or belief, nationality, ethnicity or age.  Sightsavers will ensure that individuals are selected, trained and promoted on the basis of their merit alone and the requirements of the position.

In relation to the above policy statement, we would be most grateful for your co-operation in completing the sections below to provide information which will enable us to ensure that our Equal Opportunities Policy is being effectively carried out.

Completion of these sections is voluntary. This sheet will be separated from the application form by the HR Department and will not form any part of the selection process. The information you supply will be treated in the strictest confidence.

Position applied for:  

Please mark as appropriate

Gender


MALE                                       


FEMALE
   

Ethnicity


(a) WHITE : English 
        Welsh  
       Scottish 
            Irish  
            Other 

Please specify………………………………………………………………………………

(b) MIXED : White and Black Caribbean                   White and Black African                                                               


    White and Asian                     

Other                                                                                                                                                            

Please specify…………………………………………………………………………

(c) ASIAN : British Asian                         Indian                             Pakistani                   


              Bangladeshi                          Other
Please specify…………………………………………………………………………
(d) BLACK : Black British  

Caribbean  

African  
Other 

Please specify………………………………………………………………………………
(e) Chinese 
        Thai 

 Malaysian 
          Japanese

(f) Any other ethnic group please specify…………………….…………………………
Disability


Do you consider yourself to have a disability?   NO                              YES 
If YES please specify………………….……………………………………………….…..




Age 

What age group do you belong to?


16 - 24
          25 – 39
         40 – 54
                   55 - 70

THANK YOU




















































































        





        





        











        





        





        





        





        









































“The work which Sightsavers is involved with overseas is communicated regularly via newsletters and meetings, it is very rewarding to hear feedback of what is going on as well as being able to contribute through regular employee consultation – you feel very involved and connected.”  








“Sightsavers have helped me to develop both personally and professionally, I feel that I’m really valued and have had the opportunity to study something relevant for my future.”








“I love working for Sightsavers because it is rewarding to give the gift of sight.  Every day is an exciting challenge raising money to help combat blindness in some of the world’s poorest countries”.	     








“I’m in my 5th role at Sightsavers, after 12 years of employment, I’m pretty lucky to have found so many interesting roles in one organisation.”  














This document is available in Braille, large print or tape on request

Sightsavers International – Saving Sight, Changing Lives – Registered Charity No. 207544

 70 Georges Street Upper, Dun Laoghaire, Co. Dublin
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