
 
 
 
23rd April 2008. 
 
 
Dear Applicant,  
 
RE: Young Peoples Arts Officer. 
 
Thank you for your interest in this position.   
 
All the information is contained in the job description and person spec.  To apply for 
this position, please complete the application form by Friday 30th May 2008. 
 
If you have any further queries, do contact me on 0151 707 1733 or 
ruth@nwdaf.co.uk. 
 
I look forward to receiving your application. 
 
 
Best Wishes, 
 
 
 
Ruth Gould 
CEO 



 
 
Part One: Details  
 
Position:    Young People’s Arts Officer 

  
Reporting to:    Arts Manager 
 
Hours:  22.5. hours - paid 21 Hours per Week   
 
Salary:    £23,749 [NJC Scale SO1 – points 29 – 31] 
     
 
Part Two: Key Tasks And Responsibilities  
 

1. To coordinate and develop issue-based arts projects by and with 
Disabled and Deaf young people who live, work or study across 
Liverpool and the Greater Merseyside area.  

 
1.1. Ensure the voices of young disabled and deaf people are key to 

the development of the work 
 

1.2. Implement arts activities/events as agreed by the young 
disabled /deaf people 

 
1.3. Respond to all communications to and from the young disabled 

/deaf people 
 
1.4. Coordinate the development of issue-based high-quality arts 

projects/events 
 

 1.5 To recruit arts practitioners and facilitators to deliver arts 
activities, projects and events.  

 
2.0. To recruit freelance Disabled & Deaf arts prac titioners and 

facilitators and attend to all related administrati on (i.e. contracts, 
access requirements/support etc) 

 
  2.1. To match Disabled and/or Deaf arts practitioners with projects  
 

2.2.     To coordinate and supervise projects 
 



2.3. To lead artists into relevant learning and development 
Opportunities   

 
3.0. To manage overall project budget with support from the Finance 

Manager.  
 

3.1. Ensure effective financial recording and audit trails are 
established 

 
3.2. Effectively manage all project related expenses  

 
3.3. Identify any additional funding to deliver projects effectively 

working with NWDAF’s staff team  

3.4. Prepare funding applications to support projects 

 
4.0 . Organisational Duties 
 

4.1. To become fully involved in all activities related to the 
development of the Arts Development Coordinators post for 
young Disabled and Deaf people 

  
4.2. To participate in the development of government, local authority 

and Arts Council England opportunities to develop this work 
 

4.3. Support the ethos of NWDAF, and implement its policies and 
practices  

 
4.4. To undertake relevant training and other forms of staff 

development 
 

4.5. To act responsibly in the general up keep of the office 
 

4.6. To work with the team of NWDAF as a user-led 

Disability & Deaf arts development agency 

 
5.0. Effective monitoring and evaluation recording 
 

5.1. To ensure all notes, calls and/or communications are recorded 
 

5.2. Produce brief reports and evaluations of all projects  
 

5.3. Collate evidence of art projects through words, questionnaires, 
photographic and videos 

 
5.4. Organise final exhibitions, presentations and productions of art 

projects if required 
 
5.5. Promote and profile the work to relevant stakeholders  



 
 

6.0. Attend seminars, conferences and meetings and undertake visits 
to relevant organisations to research and develop t he programme 
with young people.  

 
 

Hours and Days of Working Week 

21 hours per week  
 
 
Part Four: Personal Specification/Skills Required f or the post 
of Young People’s Arts Officer  

 
Essential 
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Desirable 
�

·  To demonstrate an understanding of Disability & Deaf Arts 
and/or the Arts and cultural sector.  

 
·  To demonstrate a working understanding of the Social Model 

of disability.  
 

·  To demonstrate knowledge and understanding of 
government, local authority and Arts Council England 
priorities to develop this work. �
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April 2008 



 

Section A 
Ref No: 

 

 
Confidential 

Application for Employment [ Please note other form ats are 
acceptable by prior arrangement] 
 

This form should be completed in black ink or types cript 
 
Important Notes For All Applicants                                                  . 
 
Applicants should read the following notes carefully before 
beginning to complete this application form.  
 

This form comprises two parts – Section A and Section B 
 
Section A - groups together an applicants personal details including any 
information which could identify who an applicant is by their; name, gender, 
marital status, age, racial origin or disability. 
 
Section B – groups together information which is considered essential in 
drawing up a shortlist based on the ‘Person Specification’ enclosed with the 
application form for the post. 
 
When you return your application form, all of Section A , containing your 
personal details is removed from the form by a nominated person who keeps 
this information confidential. Therefore, the shortlisting panel will only have 
access to the information you present in Section B . 
 

Unless you have difficulty completing a handwritten  application form, 

please do not send a CV instead of this form as all  sections must be 
completed. 

 

Completed application forms should be marked Private and Confidential  and 
addressed or e-mailed by 5pm on 30 th May 2008 to:- 

Chief Executive Officer  



NWDAF 

1-27 Bridport Street 

Liverpool  

L3 5QF     E-mail:ruth@nwdaf.co.uk 

 
We regret we are unable to accept telephone enquiries relating to the post or accept 

faxed application forms. 

Section A 

1. Post Details                                                                        .   
 
Job Title__________________________________________________                                              
 
 
2. Personal Details                                                                         . 
 
Surname                                                                                                   . 
 
First Name (s)                                                                                           . 
 
Preferred Name (name you like to be called, if different to above) __________________________                                                                            
 
Date of Birth                                                                                              . 
 
Address                                                                                                     . 
 
                                                                                                                  . 
 
Telephone Number: Home                                   Work                             . 
 
 
 
3.Monitoring Information                                                               .                                                                 
 
Gender                                                    Marital Status 
 
Male                 Female                               Partnered        Single 
 
Racial Or Cultural Identity (Please State) 
 
 
 

Do you consider your self to be a Disabled or Deaf person 
 
Yes            No 



 
 
 
 
 
 
 

4. Declaration                                                                                    . 
 
I certify that to the best of my knowledge the information contained on both sections 
of this application form is true and correct. 
 
Name_______________________ 
 
 
Signed______________________________________Date_________ 
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5. Post Details                                                                    . 
 
Job Title__________________________________________  
 
 
6. Present Employment                                                   . 
 
Job Title_________________________________________ 
 
Employer (Name and address) 
 
 
 

                                                            Tel No: 
 
7. Previous Employment (in date order starting with most recent)   . 

From           To          Employer (inc address)                                         Job Title_ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                                                                              
 
 
 
 
 
 
 
 
 
 

Section B 
Ref No: 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8.Experience                                                                                
Please give details below of all your experience relevant to the requirements 
of the post, including any unpaid work or other outside interests. (Please refer 
to the person specification). 
 
As stated in the person specification, it will help us when Shortlisting if you 
refer to each and detail your experience next to this. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                    
 
9. :Education  
    Further/Higher education and vocational  qualifications                                                 
 

Establishment/Course    Level Attained     Dates________________ 

 
 
 
 
 



 
 
 
 
 
 
                                                                                                 
 
10. Rehabilitation Of Offenders ACT                                    . 
The Rehabilitation of Offenders Act 1974 requires applicants to give details of 
any convictions which are not spent. However, as you will be in contact with 
children, we require you to also include details of spent convictions. 
 

Have you any previous convictions? 
 
Yes                                                 No 
 
If yes please give details of offence(s), including  date and sentence. 
 
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________ 
Please note that failing to disclose any convictions could result in disciplinary 
action or dismissal. 
 
 
 
 
11. References                                                                               . 
Please give the names and addresses of two  people from whom references 
may be sought concerning your application. One of the referees must be your 
current/last employer who will be asked specifically about your attendance 
record, your ability to carry out this post and whether or not you are a suitable 
candidate to work with children. N.B. No appointment will be made unless 
satisfactory references are received. 
 
1. Name________________________     2. 
Name________________________ 
 
Address________________________         
Address_______________________ 



 
_______________________________        
_____________________________ 
 
_______________________________        
_____________________________ 
 
Tel No__________________________       Tel 
No________________________ 
 
Occupation______________________       
Occupation_____________________ 
 
Note: References will normally be taken up, after shortlisting, and prior to interview. 
Therefore, your referees will need to be informed that they may be contacted at this 
stage. 
 
12. Miscellaneous                                                                   . 
 
Please state where you saw this post advertised 
 
 
If you feel there is any additional information which you would like to include 
which you feel may support your application please write this below. 
(This may include any additional support which you may require if you 
are successful e.g. sign language interpreter, text  phone, large print, 
etc). 
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
____________________ 
 
 
 
 
Home Office Rulings 
 
Please note this is only for non UK residents. Info rmation will 
only be requested if you have been short-listed for  interview. 
 
The Law Now States That Employers Have To Follow Strict 
Guidelines To Prevent Illegal Working. 



 
All Applicants Are Requested To Produce One Of The Documents 
Listed Below Prior To Interview. 
 
�  a passport showing that the holder is a British Citizen, or has a 

right of abode in the UK 
�  a document showing the holder is  a national of a European 

Economic Area country or Switzerland. This must be a national  
passport or national identity card 

�  a residence permit issued by the Home Office to a national from 
a European \economic Area country or Switzerland 

�  A passport or other document 
 
Please return completed form to: 
 

Private and Confidential 
NWDAF 

1 – 27 Bridport Street 
Liverpool 

L3 5QF 
 

More enquiries please contact: 
 

0151 707 1733 T 
0151 708 9355 F 

0151 7060365 Minicom 
nwdaf@nwdaf.co.uk 

www.nwdaf.co.uk 
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At North West Disability Arts Forum [NWDAF], the aim of this policy is to ensure that 
no applicant receives less favourable treatment on the grounds of race, gender, 
colour, nationality, religion, sexuality, disability, age, trade union activity, 
responsibility for dependants, unemployment, educational background nor is 
disadvantaged by conditions or requirements which cannot be justified. 
 
It would be of assistance in pursuing our commitment to equality of opportunity if you 
could complete the following questions which will NOT be seen by the panel 
considering your application, and will be held in the strictest confidence. 
 
Please note, you are not obliged to complete this form and can leave any part of it 
blank if you wish.  However, it would greatly help us if you could do so and return 
with your application form:�
�
1. Male/Female  ( please delete)  
 
2. I would describe my racial origin as: 
 
            
 
3. I would define myself as a Disabled or Deaf Person  Yes/No �
 
4. I found out about this post through:    _______ 
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NWDAF is supported by: 

�


