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                                                                    FORUM FISHERIES AGENCY  
WRITTEN APPLICATION
THIS POSITION IS A SUPPORT STAFF POST AND IS INTENDED FOR NATIONALS OF THE HOST COUNTRY - SOLOMON ISLANDS.
	POSITION:    Housing Fund Administrator
                             (Level E: SBD50,244 – 58,176)           


	DIVISION:    Corporate Services Division

	1. CONTACT DETAILS

	First Name:
	

	Surname:
	

	Current Address:
	

	Permanent Address:
	

	Telephone
	Home:                                                    
Work:                                                 

Mobile:                                                     

	Email Address:
	

	2.  PERSONAL DETAILS 

	Date of Birth:
	

	Citizenship(s):
	

	Gender:
	

	Marital Status:
	


3. POSITION DETAILS
(a)   Do you have a qualification required for this position?                 Yes   □  No □
       If yes please specify…………………………..
(b) Do you have computer expertise and a working

       knowledge of MS Office applications?                                           Yes   □  No □
(c)  Do you have 2 years relevant? 



                Yes   □   No □
(d) Are you willing to periodically work overtime?                               Yes   □  No □
(e) Is your CV attached?                                                                          Yes  □   No □
    (Please note: your CV is assessed together with your application)

(f) Is your introductory covering letter attached?  

     (Please note your covering letter forms part of your application)      Yes □  No □ 
(f) How did you find out about this position?   internet    newspaper     Other

If ‘Other’ please specify ……………………………………

	4. REFEREE CONTACT DETAILS

	Please note that part of the selection process includes Reference Checks.  By applying for this post you have given the Forum Fisheries Agency permission to contact your past employers.  Please provide  names and contact details of two referees from recent employment who can give detailed comments regarding your background and experience. It may be useful to contact your referees to make them aware of your application and alert them that they may be contacted  regarding a reference check.(You do not have to nominate your current manager if you feel it is not appropriate)

	REFEREE 1 
	REFEREE 2 

	Name:   
Title:
Organisation:

Address:

Phone:

Email:


	Name:

Title:
Organisation:

Address:

Phone:

Email:




	5. SELECTION CRITERIA
	Please demonstrate your ability to perform the required competencies by addressing the criteria listed in the left column.  It is essential that you provide specific examples.  (Applicant to Complete)
	FFA to complete

	Experience  (Essential)
	

	At least 2 years relevant  fund administration skills and experience.
	
	

	Knowledge and experience in accounting.

	
	

	Very good interpersonal skills.

	
	

	Knowledge (Essential)
	

	Knowledge about contracts/agreements.


	
	

	Basic property maintenance knowledge.


	
	

	Very good English oral and written communication skills.
	
	

	Computer expertise and working knowledge of MS Office applications specifically Excel and Word
	
	

	Experience, Knowledge, Skills & Abilities (Desirable)
	

	Tertiary qualification in Business Administration, Finance or similar.
	
	

	Prior experience with house lease agreements.


	
	

	Prior experience with any form of contracts/agreements.
	
	

	Prior experience in similar duties and responsibilities.


	
	

	Have a driving license would be an advantage.

	
	


The above presents part of my bid for this position.  In submitting this application I confirm that I have a genuine interest in this role and would be willing to participate in the selection process if successful for interview.  I also understand that I will only be contacted if my application is successful.

	Signature:

(Type name if submitting electronically)
	Date:


