A P P L I C A T I O N   F O R M

Please read the guidance notes. You must not alter the design or

layout of this form in any way. Applications to be returned to

Employee Services, Resources Department, County Hall,

Northumberland NE61 2EF
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Northumberland County Council




	Post applied for: Education Welfare Officer

	Vacancy No.
	Department or Establishment


 PERSONAL DETAILS

	Surname: Galbraith
	First name(s): Gemma

	Former or changed name(s):

	Date of Birth: 18/01/1982
	Current Address: 6 Elm Trees, Blyth, Northumberland
Blyth

	National Insurance Number:JK318182C
	

	Home Tel:07984400635
	

	Work Tel:
	

	Email:gemma.galbraith82@hotmail.co.uk
	Post Code:NE24 2SH


	Do you consider yourself to have a disability?
	No

	Please tell us about any reasonable adjustment you need to help you with your employment application, and
	

	Please tell us about any reasonable adjustment you need to help you do the job for which you are applying.
	

	If you are applying for a post open to job share please indicate how you wish to work by ringing one of the following.

	
	
	EITHER


RELATIONSHIPS & CANVASSING

	Please declare below any family or close relationship with an existing employee, governor, councillor of Northumberland County Council or School within Northumberland.  Please refer to guidance notes.

CANVASSING OR NON DECLARATION WILL DISQUALIFY APPLICANTS


CURRENT OR IF NOT IN EMPLOYMENT YOUR LAST EMPLOYER
	Employer’s name IGEN 
	Position held Training Advisor

	Employer’s address

Blyth Community Enterprise Centre

Ridley Street

Blyth

Northumberland

NE24 3AG
	Date started: 6th August 2012

	
	Date finished: present

	
	Reason for leaving: end of contract

	Salary: £20,500
	Other Benefits


ACTION FOR EQUALITY
Northumberland County council aims to ensure that no job applicant or employee receives less favourable treatment than another on grounds of sex, race, colour, ethnic origin, religion, marital status, sexuality, disability, age (within the context of normal retirement age) or any other factor unrelated to the requirements of the job and which are not restricted by legislation.

SAFEGUARDING CHILDREN AND VULNERABLE ADULTS

We are committed to safeguarding children, young people and vulnerable adults and expect all staff and volunteers to share this commitment.
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	Brief description of duties, responsibilities etc
My role within Igen is as a training advisor. I work with 16-19 year old NEET’s (not in employment, education or training) I also work with some younger people who are classed as ‘at risk of becoming NEET. My role is to support these young people to re-engage with training provision, education or to secure employment or volunteering opportunities. I’ve taken the opportunity to work as a tutor for 3 days a week on the company’s study programme, this involves providing a nurturing environment for young people to feel safe in whilst learning. 



ALL PREVIOUS EMPLOYMENT - since leaving school, including voluntary work.  Please list most recent first.
	From
	To
	Name and address of employer
	Position held
	Reason left

	02/01/07
	02/08/12
	Princes Trust
	Programme Executive
	Restructure

	June 2003
	Dec 2006
	Business Link for Northumberland
	Marketing & Events Co-ordinator
	Fixed term contract.

	March 2003
	June 2003
	Brazenlight
	Finance clerk/receptionist
	New opportunity

	Oct 2002
	March 2003
	Jobcentre Plus
	Administrative Officer
	Casual contract

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


EDUCATION, VOCATIONAL TRAINING AND QUALIFICATIONS relevant to the position.  Please list most recent first

	From
	To
	Establishment
	Examinations, qualifications, grades and achievements
	Awarding Body
	Date of Award 

	Oct 2014
	May 2015
	Northumberland College
	Information Advice and Guidance Level 4
	City & Guilds
	May 2015

	Sept 2012
	July 2013
	NEC
	Preparing to Teach in the Lifelong Learning Sector Level 3
	City & Guilds
	July 2013

	Oct 2012
	August 2013
	NALS
	IAG Level 3
	City & Guilds
	August 2013

	11th July 2013
	
	Northumberland County Council
	Working with Hostile Parents
	Northumberland Safeguarding Children Board
	11th July 2013

	18/09/2012
	
	e-learning BYTSIZE
	Safeguarding Children Practice
	NCFE
	18/09/2012

	Oct 2012
	
	IGEN
	Personal Safety
	IGEN
	

	2000
	2002
	Newcastle College
	HND Business Marketing
	NCFE
	July 2002

	2000
	2001
	Blyth Community College
	Introduction to Counselling 
	
	July 2001

	1998
	200
	Tynedale 6th Form
	A Levels: English, Law and Business Studies
	OCR
	July 2000

	1994
	1998
	Tynedale High School
	GCSE’s: Business Studies A*, English A, English Literature A, Maths B, Science BB, Art B, French B, Resistant materials B
	OCR
	July 1998

	 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


MEMBERSHIP OF PROFESSIONAL BODIES – relevant to the position applied for

	Name of Professional Body
	Reference/Membership Number

	
	

	
	

	
	

	
	

	
	


FURTHER DETAILS IN SUPPORT OF YOUR APPLICATION (please refer to guidance notes)

	I have experience of working with children of both primary and secondary education age.  My work with primary school children was in a voluntary capacity whilst working at Business Link on the Business Ambassador Programme.  This enabled me to deliver sessions aimed at either a class or whole year group; activities were focussed around enterprise and teaching children from a young age about the world of work. I currently liaise and work alongside many third party organisations across Northumberland including; Personal advisors from Local Authority, Social Services, JCP, Probation, Youth Clubs, Training Providers, College’s and Schools.  This partnership working begins at referral stage, re-engaging young people into training or education, sharing information to ensure that the positive engagement is maintained and ensuring that the young person remains supported and able to progress further. 
Within my current role I have the responsibility of meeting with a young person (on a one to one basis at first) to develop an Individual Learning Plan, which is made with SMART objectives, to help them reach their personal goals. Each young person I work with is completely different, some have qualifications but no confidence or social skills, whereas others may not have completed school and are starting from scratch. It is important that I am approachable and trusted by these young people, I need a good rapport with them in order to find out what it is they would like to do in life and to determine any barriers they may have to overcome in order to reach their goals.  Barriers include; lack of self confidence, lack of qualifications and experience, learning difficulties (dyslexia, ADHD, ADD) I work with each young person to overcome or manage these difficulties effectively so that they are no longer barriers to that young person, whether it be building self confidence through setting small challenges to overcome and then move on to greater ones and recognise each achievement along the way, or ensuring that they are attending doctors appointments and making sure their prescriptions are up to date and medication taken daily. 
I often meet with the families of the young person, this may be due to their lack of confidence to meet a new person alone, or the parents are showing an interest in what kind of support I can offer. Although many parents/carers are supportive of their children, some present barriers. These barriers may be concerns over their benefits, disagreeing with the chosen path their children wish to take, apprehension about their children going somewhere new. I have learned that building a rapport with the family is vital is gaining trust and co-operation, I try to put their concerns to rest by providing factual information re: benefits, supporting them to access financial support such as post 16 travel, bursary’s, travel planning and organise to accompany them to open events. 
I am a tutor for 3 days per week on our Study Programme, delivering Level 2 Certificate in Retail Knowledge as well as enrichment activities and organising work placements, learners also develop their maths and English skills included in the timetable. 
I am experienced in working under pressure and to deadlines as for the past 6 years I have been in job roles where I am measured on quantitative performance targets; the consequence of under achieving on these targets would have put contracts in jeopardy and effect future contracts.  
I have good communication skills as this is a vital part of being successful with young people and families, active listening and communicating in a way in which everyone can understand (jargon free with clear speech and non distractive body language) 
I am highly motivated to ensure all young people attend and remain in education, I have worked with many young people who have not done so and therefore know the difficulties they now face, it would be a great opportunity to be able to reach young people before this happens and do pro-active, preventative work.  


	  

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	OTHER RELEVANT ACHIEVEMENTS (e.g. leisure interests and hobbies)

	I enjoy day trips out with my son at weekends, this keeps me active and ensures he is always discovering new things and meeting new people. I also go to the gym three times a week to remain fit and healthy.

	

	

	


REFERENCES

	Give the names, addresses and telephone numbers of two referees.  One must be your current employer or, if you are currently out of work, your last employer.  Please note that requests not to contact the referee prior to interview may be over-ruled where Safeguarding rules apply.  References from friends or purely social acquaintances are unacceptable.


	Name Claire Parry

	Position Contract Manager

	Relationship Line manager

	Address

BCEC

Ridley Street 

Blyth

Postcode: NE24 3AG

	Telephone No. 01670 542845

	Permission to contact prior to interview  Yes


	Name Simon Campbell

	Position Programme Manager

	Relationship former line manager

	Address

Princes Trust

Enterprise House

Kingsway North

Team Valley

Postcode NE11 0SR

	Telephone No.0191 4973210

	Permission to contact prior to interview  Yes


2
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CRIMINAL RECORDS

	Having an unspent conviction will not necessarily bar you from employment.  This will depend upon the circumstances and background to your offence(s).  Criminal records will only be taken into account when the conviction is relevant.

A letter X in the vacancy number indicates that the post for which you are applying is exempt from the provisions of the Rehabilitation of Offenders Act 1974 and the job information pack sent to you with this application form will contain more information.  For these posts the successful candidate will be required to disclose any ‘spent’ convictions and any offer of appointment is conditional upon the successful candidate producing an acceptable Criminal Records disclosure.

CRIMINAL RECORDS DECLARATION – FOR POSTS MARKED WITH AN X IN VACANCY NUMBER ONLY

I confirm that I am not on Section 142 of the Education Act, disqualified or barred from working with children and/or vulnerable adults, or subject to sanctions imposed by a regulatory body and have no convictions, cautions, reprimands, warnings or bind-overs.  

SIGNED……………Gemma Galbraith ………………………………………………………..………  DATE……………21/1/16……….……

I confirm that I am on Section 142 of the Education Act, and/or disqualified or barred from working with children and/or vulnerable adults, or have been subject to sanctions imposed by a regulatory body and/or have ‘spent’ or ‘unspent’ convictions, cautions, reprimands, warnings or bind-overs and have attached details in a sealed envelope marked ‘’private and confidential – appointing officer only’’. 

SIGNED……………………………………………………………………..………  DATE…………………….……


DECLARATIONS
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	I declare that the information given above is correct to the best of my knowledge.  I understand that deliberately giving false or incomplete answers could disqualify me from consideration, or, in the event of my appointment, make me liable to summary dismissal and possible referral to the police.  If appointed I give my consent under the Data Protection Act 1998 for the County Council to retain and to make reasonable use of the personal information I have provided in connection with its employment policies, procedures and practices.

SIGNED……Gemma Galbraith………………………………………………………………..………  DATE…………22/08/13………….……
NB - If you are not notified in writing within six weeks of the closing date for applications, you may assume that you have not been selected for interview on this occasion.
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