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[bookmark: _heading=h.eseg9k9h2mn7]All In Gateway Coordinator	
[bookmark: _heading=h.kwiuefiuwv6a]Application Form
[bookmark: _heading=h.iuenyiclncor]Apply for this role
· We can provide the application in other formats, including large print and Braille.
· Application deadline: Thursday 22 October 2026 at 4:00 pm.
· We anticipate that interviews will take place on Thursday 29 October 2026. We ask you to keep this date open, as you may be invited to interview then.
· We hope to have the chosen candidate begin in the role as soon as possible.
· Any offer of employment will be conditional on satisfactory references. 
· The selected candidate must also demonstrate their legal right to work in the United Kingdom.
· Please complete this form accurately and honestly. 
· The decision to shortlist will be based solely on the information you provide on this form.
· Do not include attachments or CVs. 
· Please complete the form clearly in black ink or typescript (font size minimum 12pt).
· Your completed application and monitoring forms must be returned no later than 4:00 pm on Thursday 22 October 2026.
· You can send completed forms by email or post. It is your responsibility to confirm that your application has arrived and been received on time.
· Email applications to applyto@universityofatypical.org. Please put “All In Gateway Coordinator application” in the subject line of your email, and ensure that it has been received.
· If you are posting your application, please mark your envelope “CONFIDENTIAL: All In Gateway Coordinator post” and return to:
University of Atypical for Arts and Disability
Cathedral Quarter Workspaces
109-113 Royal Avenue
Belfast
BT1 1FF
· University of Atypical is an Equal Opportunities Employer. All eligible applicants will be considered for employment without discrimination due to race, religion, sex, sexual orientation, gender identity, political opinion, national origin, caring responsibilities, age or disability.
· We are opposed to all forms of unlawful and unfair discrimination. All full-time and part-time employees, others who work for UofA and job applicants (actual or potential) will be treated fairly and selection for employment, promotion, training or any other benefit will be on the basis of aptitude and ability.
· Applications from applicants living with disability are particularly welcomed in line with the organisation’s constitutional aims.

[bookmark: _heading=h.f3r4v1n8nciz]Personal Details
· Title: 
· Pronouns: 
· Surname: 
· Forename(s): 
· Address: 
· Postcode: 
· Telephone number: 
· Email address: 
[bookmark: _heading=h.7el3g93gao0e]Education and Training
Please provide full details of all further or higher-level educational qualifications and/or professional qualifications. You may add rows if necessary. We will seek evidence of qualifications before appointment.
[bookmark: _heading=h.dc0t54eigdqa]Third level qualifications
Tell us about further or higher education qualifications, including postgraduate level (for instance, HND, Masters degree). Please state class or level. You can add rows if necessary.
	Qualification Level 
	Subject
	Grade
	Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _heading=h.95rzk016nwa0]Professional Qualifications or Memberships
Please provide the name of any professional associations of which you are a member.
	Name of Association
	From
	Status (e.g., student, associate)

	


	
	


[bookmark: _heading=h.xz0lp5net42]Relevant Training
Please provide the name and nature of relevant training courses that you have attended.
	Names of course(s)
	Date(s)
	Number of hours/days, and qualification (if relevant)

	
	
	


[bookmark: _heading=h.3oxu1xlp1twz]Employment History
Please start with your current or most recent employment. Include any relevant unpaid or voluntary work. Please account for all periods of time since leaving full-time education. We may ask for documentary evidence of essential qualifications if you are offered the post. The box will expand to fit your answer.
[bookmark: _heading=h.6h0s5tz8nk4o]Current or Last Employer

	Dates from/ to (month/
year)
	Name and address of employer
	Reason for leaving (if relevant)
	Notice period (if relevant)

	

	
	
	

	Position:
	

	Reporting to:
	



	Key responsibilities

	

	Key achievements

	


[bookmark: _heading=h.o7e891ax4l7l]Previous Employment		
Please add rows if necessary. The boxes will expand to fit your answer.
	Dates from/ to
(month/
year)
	Name and address of employer
	Job title, key responsibilities, achievements, reason for leaving

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _heading=h.ff19n0mvi97i]Access Requirements
All candidates selected to interview will be asked to attend up to 1 hour before their interview. You can preview the interview questions and consider your answers.
If you have any further access requirements for the interview process or for the role, please let us know between the lines below.

Write your response here.



[bookmark: _heading=h.ui8jfgw4s91t]Experience, Skills, and Training
[bookmark: _heading=h.3ve9dr1b1p9c]Essential Criteria (maximum 2000 words total).
Please explain how you meet the listed essential criteria for this post. The box will expand to fit your answer. It is important to clearly provide evidence of your own experience carrying out any skills or developing knowledge. It will not be enough to simply list the role you had or the organisation you worked with.
The Essential Criteria are listed in each section below:
[bookmark: _heading=h.p2nzrqmlubez]Experience and Qualifications:
1. We require at least 2 years of relevant employment experience. Alternatively, we will accept 3 years demonstrable relevant experience as a freelancer, in temporary employment, internships, or volunteering. You must demonstrate how this experience is relevant to this role.
2. You must demonstrate your interest in the arts sector. This may include personal interest, training, arts practice, or volunteering.
3. You must have lived experience of disability and/or knowledge about disability, with an emphasis of understanding the social model of disability.

Write your response here.



[bookmark: _heading=h.fmq1a32ycxeo]Skills:
4. Good communication skills including telephone, email, and in-person communication.
5. Ability to answer public and sector-specific enquiries with professionalism.
6. Excellent ability to summarise and present information clearly, to groups of people, and for reporting and evaluation.
7. Good ability to manage consultations or other group activity and ensure necessary information is acquired.
8. Good attention to detail, administrative, financial, and record-keeping skills for reporting purposes.
9. Ability to present information for newsletters, social media, event templates, email, and PowerPoint presentations.
10. Experience with Google Workspace or Microsoft Office, Excel and PowerPoint.

Write your response here.


[bookmark: _heading=h.q38ypcle65ra]Personal Attributes:
11. Ability to work independently while supported by a line manager.
12. Ability to work as part of a team, share information, and contribute to a positive team practice.
13. Ability to support individuals and organisations with patience, diplomacy, and empathy.
14. Ability to work across a range of activities, topics and schedules in any one day.
15. Willingness to undertake training as required within the designated hours of the role.
16. Commitment to the post as advertised, and to the duration of the employment term. This post runs until the end of March 2027, and has a working week of 20 hours.
17. Willingness to travel within Northern Ireland as part of the role.
18. Proof of legal right to work in the UK for the duration of the role. Any offer of employment will be conditional on a successful right to work check.

Write your response here.


[bookmark: _heading=h.q1e1wtree045]Desirable Criteria (maximum 800 words)
Please explain how you meet the Desirable Criteria for this post.
These criteria are listed below:
1. Experience of project management, and ability to deliver work within specified timeframes.
2. Awareness of and participation in disability rights, advocacy and campaigning.
3. Experience of Access and Inclusion measures, and of barriers to inclusion, especially for arts events and workshops.
4. Access to your own transport with business insurance.

Write your response here.


[bookmark: _heading=h.c9sahngjxpg4]Referees
Please give the names and addresses of 2 people who are not related to you. At least 1 referee must be able to comment on you as an employee or contracted freelancer on a significant ongoing project.
· If you have been in previous employment please provide 1 reference from your most recent employer who has knowledge of you in a work situation and your ability to carry out the particular tasks of this role.
· For non-employment reference (if required) please provide a referee who has been a tutor, trainer, supervisor or person who has a recent knowledge of you and your ability to carry out the particular tasks of this job.
We may wish to take up references prior to the final interview. You may specify 1 referee whom we may only approach if you are being offered the post subject to references.
[bookmark: _heading=h.kie3o9q9shjc]Referee 1
· Name: 
· Pronouns: 
· Position: 
· Organisation: 
· Address: 
· Postcode: 
· Telephone number: 
· Email: 
· Relationship to you: 
· May we contact them before your interview?: 
[bookmark: _heading=h.63gth439k142]Referee 2
· Name: 
· Pronouns: 
· Position: 
· Organisation: 
· Address: 
· Postcode: 
· Telephone Number: 
· Email: 
· Relationship to you: 
· May we contact them before your interview?
[bookmark: _heading=h.jjt62pxcsfed]
Declarations
[bookmark: _heading=h.sa1p6fdtp827]Data Protection Act Declaration
The information on the application form will be held and processed in accordance with the requirements of the Data Protection Act 1998. I understand that the information is being used to:
· Process my application for employment with University of Atypical (Arts & Disability Forum).
· Form the basis of a computerised record on the recruitment system for processing and monitoring purposes.
· Form the basis of a manual job file with other application forms and will be used for processing.
· If appointed, form the basis of a manual and computerised contract record.
[bookmark: _heading=h.sflpplsrgljp]Applicant Declaration
· I declare that the information provided on this form is true and complete to the best of my knowledge and belief. 
· I declare that I am of suitable physical and mental health to be able to carry out the duties of the role as specified.
· I declare that I am eligible to work in the UK.
· I understand that I may be required to provide proof of my qualifications and experience that I have highlighted.
· I understand that if offered the role I may be required to complete a basic Access NI check.
· I understand that any false or omitted information may result in my application being rejected, or in dismissal or other disciplinary action if I am appointed.

Applicant signature (electronic signature is accepted):

Signature:

Date:

‘University of Atypical for Arts and Disability' operates under the legal name of 'Arts & Disability Forum'.
Registered office address: Ground Floor, 109-113 Royal Avenue, Belfast, Co Antrim, BT1 1FF.
Company Registration Number: NI051776. Charity Number: 101588.
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