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$EAR�APPLICANT�

4HANK�YOU�FOR�YOUR�INTEREST�IN�APPLYING�FOR�A�POSITION
AT�4HE�, INEN�( ALL��4HESE�ARE�UNDOUBTEDLY�VERY
EXCITING�TIMES�FOR�OUR�ORGANISATION�

4HE�, INEN�( ALL�HAS�BEEN�AT�THE�CENTRE�OF�THE
CULTURAL�LIFE�OF�" ELFAST�FOR�OVER�� � � �YEARS��4HANKS�TO
THE�HARD�WORK�OF�OUR�" OARD�OF�' OVERNORS��STAFF�TEAM
AND�VOLUNTEERS��WE�ARE�A�SUSTAINABLE�ORGANISATION
AND�WE�TAKE�PRIDE�IN�OUR�ETHOS�AND�WORK��

7 E�ARE�COMMITTED�TO�KEEP�OFFERING�TO�OUR�MEMBERS�
FRIENDS�AND�VISITORS�A�UNIQUE�CULTURAL�PROPOSITION
AND�A�GREAT�EXPERIENCE�EVERY�TIME��

7 E�ARE�A�SMALL�TEAM�WITH�A�BUSY�AND�DIVERSE
WORKLOADÐ�7 E�OFFER�A�SUPPORTIVE�AND�ENJOYABLE
WORKPLACE�WHERE�PEOPLE�ARE�LISTENED�TO�AND
ENCOURAGED���

7 E�OFFER�EMPLOYEE
FRIENDLY�WORKING�CONDITIONS�AND
BENEFITS�AND�ARE�COMMITTED�TO�HELPING�ALL�OF�OUR
EMPLOYEES�DEVELOP�IN�THEIR�CAREERS�THROUGH�TRAINING
AND�DEVELOPMENT�

)�HOPE�YOU�LL�WANT�TO�JOIN�US�AS�WE�SET�OUT�ON�THIS
NEXT�EXCITING�CHAPTER�FOR�4HE�, INEN�( ALL��
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4HE�, INEN�( ALL��ALSO�KNOWN�AS�THE�" ELFAST�, IBRARY��
3OCIETY�FOR�0ROMOTING�+NOWLEDGE��IS�THE�OLDEST
LIBRARY�IN�" ELFAST��

4HE�, INEN�( ALL�WAS�FOUNDED�IN�� � � � �BY�A�GROUP�OF
ARTISANS�INSPIRED�BY�THE�%NLIGHTENMENT�MOVEMENT�
7 E�HAVE�ALWAYS�BEEN�PROUD�OF�OUR�INDEPENDENCE
AND�STAYING�TRUE�TO�THE�PRINCIPLE�THAT�WE�ARE�AN
INCLUSIVE�AND�SHARE�SPACE�FOR�THE�ENTIRE�COMMUNITY��

. OWADAYS��WE�ARE�MUCH�MORE�THAN�A�, IBRARY��7 E�ARE
AN�ACCREDITED�MUSEUM�AND�LIVING�ARCHIVE��7 E�HOLD
WORLD
RENOWNED�COLLECTIONS��LIKE�THE�)RISH�AND�, OCAL
3TUDIES�#OLLECTION��RANGING�FROM�COMPREHENSIVE
HOLDINGS�OF�%ARLY�" ELFAST�AND�PROVINCIAL�PRINTED
BOOKS�TO�OVER�� � � �� � � �ITEMS�IN�THE�. ORTHERN�)RELAND
0OLITICAL�#OLLECTION��THE�DEFINITIVE�ARCHIVE�OF�THE
RECENT�@4ROUBLES���

4HE�, INEN�( ALL�ALSO�OPERATES�AN�! RTS�AND�#ULTURE
3PACE�THAT�HOSTS�HUNDREDS�OF�EVENTS�AND�EXHIBITIONS
EVERY�YEAR��/ UR�EVENTS�AND�EXHIBITIONS�EXPLORE�A
PLETHORA�OF�THEMES�IN�RELATION�TO�OUR�COLLECTIONS�AND
HIGHLIGHT�LOCAL�AND�INTERNATIONAL�TALENT��

4ODAY�4HE�, INEN�( ALL�IS�A�CHARITY�AND�REMAINS�AN
)NDEPENDENT�, IBRARY�AND�A�MEMBER�OF�THE
)NDEPENDENT�, IBRARIES�! SSOCIATION��5 +	��

7 E�ARE�ALSO�THE�LAST�MEMBERSHIP�LIBRARY�IN�. ORTHERN
)RELAND��GENERATING�A�PROPORTION�OF�OUR�INCOME
THROUGH�MEMBERSHIPS�AND�WE�ARE�TRULY�GRATEFUL�TO�OUR
MEMBERS�FOR�CONTINUING�A�TRADITION�DATING�BACK�TO
� � � � ��

" ACK�IN�� � � � ��WE�ESTABLISHED�4HE�, INEN�( ALL�#HARITY
" OOKSHOP�THAT�OFFERS�A�VAST�AND�ECLECTIC�RANGE�OF
GOOD�QUALITY�USED�BOOKS�AT�GREAT�VALUE��

, AST�BUT�NOT�LEAST��4HE�, INEN�( ALL�IS�ALSO�THE�HOME
OF�g4HE�, INEN�( ALL�#AF¼g��A�CULINARY�GEM�OF�THE�CITY�OF
" ELFAST��



#RITERIA

7 E�ARE�SEEKING�A�#ULTURAL�0ROGRAMMER�WILL�BE�A
TEAM�PLAYER��WITH�THE�ABILITY�TO�WORK�ON�THEIR�OWN
INITIATIVE��4HE�SUCCESSFUL�CANDIDATE�WILL�BE
METHODICAL�IN�THEIR�APPROACH��WORK�WELL�UNDER
TIME�PRESSURES�AND�POSSESS�GOOD�INTERPERSONAL
AND�COMMUNICATION�SKILLS�

)N�THE�FOLLOWING�PAGES�YOU�CAN�FIND�THE�CRITERIA�FOR
THIS�POST��SCOPE�OF�THE�ROLE�AND�SHORTLISTING
CRITERIA��" EFORE�YOU�APPLY��PLEASE�READ�CAREFULLY�
' OOD�LUCKÐ�

2OLE��
$URATION��
2ESPONSIBLE�TO��
3ALARY���������������������������
( OURS�OF�7 ORK������������
( OLIDAYS��

)N�ACCORDANCE�WITH�NATIONAL�PROVISIONS�FOR�THE�PROTECTION�OF�CHILDREN�AND�ADULTS�AT�RISK�
APPLICANTS�FOR�JOBS�WILL�BE�REQUIRED�TO�UNDERGO�! CCESS�. )�CHECKS�WITH�THE�0OLICE�3ERVICE
FOR�. ORTHERN�)RELAND�

�#ULTURAL�0ROGRAMMER
0ERMANENT

$IRECTOR
. *#�POINT�� � �
 �a� � �� � � �

� � �HOURS�PER�WEEK
� � �DAYS�PER�ANNUM�PLUS�� � ��BANK�HOLIDAYS
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4HIS�POST�IS�SUBJECT�TO�A�SIX
MONTH�PROBATIONARY�PERIOD��



! " / 5 4�4( %�2/ , %

4O�IDENTIFY��DEVELOP�AND�DELIVER�EVENTS��EXHIBITIONS��AND�ACTIVITIES�BASED�ON�OUR

COLLECTIONS�

4O�FORWARD�PLAN�TAKING�INTO�ACCOUNT�SIGNIFICANT�ANNIVERSARIES�AND�KEY�DATES�

*OB�0URPOSE�

4O�LIAISE�WIDELY�BOTH�INSIDE�AND�OUTSIDE�THE�, IBRARY�TO�CREATE�AN�ONGOING�EVENTS

PROGRAMME�BASED�ON�THE�, IBRARY�S�COLLECTIONS�

4O�CONTACT�AND�LIAISE�WITH�INDIVIDUALS�AND�ORGANISATIONS�WHO�WILL�BE�OR�ARE�INVOLVED�IN

EXHIBITIONS�AND�OR�EVENTS�AND�TO�PREPARE�LETTERS�OF�AGREEMENT�FOR�SAME��AS�NECESSARY�

4O�USE�: OOM�AND�ONLINE�PLATFORMS�IN�ORDER�TO�CO
ORDINATE�ONLINE�EVENTS�WHERE

NECESSARY�

4O�UPDATE�THE�, INEN�( ALL�WEBSITE�WITH�NEW�EVENTS�

4O�OVERSEE�THE�BOX�OFFICE�SYSTEM�FOR�ALL�EVENTS�BOOKINGS�AND�REFUNDS�

4O�COLLECT��ANALYSE�AND�SHARE�AUDIENCE�DATA�FEEDBACK�STATISTICS��INCLUDING�BOX�OFFICE

REPORTS�

4O�MANAGE�THE�EVENTS�PROGRAMME�BUDGET�ENSURING�THAT�IT�MEETS�ITS�TARGETS�IN�ALL

RELEVANT�AREAS�

4O�MANAGE�ALL�EVENTS�PROGRAMME�ADMINISTRATION�INCLUDING�PROCESSING�INVOICES�FOR

PERFORMERS��

4O�RESEARCH�AND�PLAN�EVENTS�BEFORE�PROGRAMMING�TO�ASSESS�CONTENT�AND�SUITABILITY�

4O�PROVIDE�RELEVANT�STAFF�WITH�INFORMATION�ON�EXHIBITIONS�AND�EVENTS��INCLUDING�MONTHLY

STAFF�BRIEFINGS�

#ONTRIBUTE�TO�FUNDING�APPLICATIONS�AND�TO�PROVIDE�INFORMATION�FOR�AND�TO�ASSIST�WITH

REPORTS�TO�FUNDERS�

4O�PURSUE�OPPORTUNITIES�FOR�ADDITIONAL�SPONSORSHIP�AND�GRANT�ASSISTANCE

4O�LIAISE�ON�LONG�TERM�DEVELOPMENT�OF�PROGRAMMING�

#ONTRIBUTE�TO�4HE�, INEN�( ALL�S�! NNUAL�2EPORT�AND�MEMBERS��%
ZINE�AS�REQUIRED�

4O�REPORT�TO�THE�, IBRARY�S�#OLLECTIONS�AND�3ERVICES�#OMMITTEE�AS�REQUIRED�

! WARENESS�OF�SAFEGUARDING�ISSUES�

- AY�BE�CALLED�UPON�TO�ASSIST�WITH�OTHER�DUTIES�AS�REASONABLY�MAY�BE�REQUIRED�FROM

TIME�TO�TIME�COMMENSURATE�WITH�THE�GRADE�AND�PURPOSE�OF�THE�POST��4HIS�ROLE�WILL

INVOLVE�WORKING�OUTSIDE�NORMAL�OFFICE�HOURS�FROM�TIME�TO�TIME�

3PECIFIC�$ UTIES�
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1 UALIFICATIONS� �3KILLS�AND�%XPERIENCE�%SSENTIAL

$EMONSTRABLE�UNDERSTANDING�OF�. ORTHERN�)RELAND�S

CULTURAL��ARTS�AND�HERITAGE�ENVIRONMENT�

! WARENESS�OF�THE�, INEN�( ALL�, IBRARY�S�COLLECTIONS

AND�SERVICES�

%XPERIENCE�IN�UPDATING�WEBSITES�

%XPERIENCE�IN�DELIVERING�ONLINE�EVENTS�

$ ESIRABLE

4HIRD
LEVEL�QUALIFICATION�IN�A�RELEVANT�SUBJECT�

� �YEARS�EXPERIENCE�WORKING�IN�A�PROGRAMMING�ROLE

IN�AN�ARTS��CULTURAL�OR�HERITAGE�ENVIRONMENT�

� �YEAR�S�EXPERIENCE�IN�DELIVERING�FUNDED�PROJECTS

AND�DEVELOPING�FUNDING�APPLICATIONS�

%XPERIENCE�IN�MANAGING�PROJECT�BUDGETS�AND�THE

ABILITY�TO�WORK�WITH�RESTRICTED�RESOURCES�

%XPERIENCE�IN�DEALING�WITH�A�RANGE�OF�CUSTOMERS

AND�STAKEHOLDERS�IN�A�HERITAGE�OR�TOURISM�SETTING�

4O�HAVE�EXCELLENT�COMMUNICATION�AND�ACCURACY�IN

WRITTEN�COMMUNICATION�

4O�WORK�WELL�UNDER�PRESSURE�AND�IN�A�FAST
PACED

ENVIRONMENT�

%XCELLENT�PLANNING�AND�ORGANISATIONAL�SKILLS�

#OMPETENCY�IN�THE�USE�OF�COMPUTERS�INCLUDING�THE

- ICROSOFT�/ FFICE�SUITE��PARTICULARLY�7 ORD��%XCEL

AND�/ UTLOOK�

! BILITY�TO�WORK�BOTH�INDEPENDENTLY�AND

COLLABORATIVELY�AS�PART�OF�A�SMALL�TEAM�

! BILITY�TO�GENERATE�NEW�IDEAS�AND�CREATIVE

APPROACHES�TO�MEET�THE�REQUIREMENTS�OF�THE�ROLE�
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7 HAT�ARE�THE�BENEFITS�OF�WORKING�FOR�4HE�, INEN�( ALL

7 HAT�ARE�MY�HOURS� 4HE�FULL
TIME�STANDARD�IS�� � �HOURS�PER�WEEK�AND�THE

WORKING�DAY�IS�� � �� � 
 � � �� � ��&LEXIBLE�ARRANGEMENTS�ARE

POSSIBLE��ON�REQUEST�

( OW�MUCH�HOLIDAY�DO�)

GET�

! NNUAL�LEAVE�STARTS�AT�� � �DAYS�PER�YEAR��9OU�WILL�ALSO�HAVE

� � �BANK�HOLIDAYS��

! LL�LEAVE�IS�CALCULATED�PRO
RATA�FOR�PART
TIME�EMPLOYEES�

7 ILL�YOU�HELP�ME�DEVELOP� 7 E�PROVIDE�ONGOING�LEARNING�AND�DEVELOPMENT�FOR

EVERYONE�

#AN�)�GET�CHILDCARE

VOUCHERS�

9ES��4HE�, INEN�( ALL�PARTICIPATES�IN�THE�( - 2#�RECOGNISED

CHILDCARE�VOUCHERS�SALARY�SCHEME��

7 ILL�)�BE�ABLE�TO�SAVE�FOR�A

PENSION�

4HE�, INEN�( ALL�IS�REGISTERED�WITH�. ), ' / 3#�AND�WE�OFFER�A

VERY�GENEROUS�PENSION�PACKAGE�

/ THER�PERKS� ! LL�STAFF�MEMBERS�OF�4HE�, INEN�( ALL�ARE�AUTOMATICALLY

REGISTERED�AS�MEMBERS�OF�THE�ORGANISATION��ENJOYING�FULL

MEMBERSHIP�PRIVILEGES��INCLUDING�EARLY�BIRD�ACCESS�TO

EVENTS�AND�GENEROUS�DISCOUNTS��
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7 HERE�YOU�HAVE�GIVEN�CONSENT�FOR�US�TO�DO�SO�
7 HERE�IT�IS�IN�OUR�LEGITIMATE�INTERESTS�AND�THIS�IS�NOT�OVERRIDDEN�BY�YOUR�RIGHTS�AND
FREEDOMS�
7 HERE�IT�IS�NECESSARY�TO�MEET�OUR�LEGAL�OBLIGATION�
7 HERE�IT�IS�NECESSARY�FOR�US�TO�FULFIL�A�CONTRACT�OR�PRE
CONTRACTUAL�OBLIGATIONS�
7 HERE�WE�ARE�PROTECTING�SOMEONE�S�VITAL�INTERESTS�
7 HERE�WE�ARE�FULFILLING�A�PUBLIC�TASK�OR�ACTING�UNDER�OFFICIAL�AUTHORITY�

( OW�WE�USE�YOUR�INFORMATION

4HE�, INEN�( ALL�IS�COMMITTED�TO�MAINTAINING�HIGH�STANDARDS�OF�PRIVACY�AND�DATA�PROTECTION
FOR�OUR�STAKEHOLDERS�AND�THOSE�WE�WORK�WITH��4HIS�PRIVACY�NOTICE�LETS�YOU�KNOW�WHAT
HAPPENS�TO�ANY�PERSONAL�DATA�THAT�YOU�GIVE�TO�US��OR�ANY�THAT�WE�MAY�COLLECT�FROM�OR�ABOUT
YOU�

7 HO�WE�ARE

4HE�, INEN�( ALL�, IBRARY�IS�REGISTERED�WITH�THE�#HARITY�#OMMISSION�FOR�. ORTHERN�)RELAND��. )#
� � � �� � � 	 ��/ UR�REGISTERED�ADDRESS�IS�� � �$ONEGALL�3QUARE�. ORTH��" ELFAST��" 4� �� ' "

4HE�, INEN�( ALL�IS�ALSO�REGISTERED�WITH�THE�)NFORMATION�#OMMISSIONER�S�/ FFICE

2EGISTRATION�. UMBER��� � � � � � � � � � �

�6�K�D�U�L�Q�J���\�R�X�U���S�H�U�V�R�Q�D�O���G�D�W�D

7 E�MAY�EMPLOY�THIRD
PARTY�COMPANIES�AND�INDIVIDUALS�TO�FACILITATE�OUR�OWN�SERVICE
PROVISION��TO�PROVIDE�A�SERVICE�ON�OUR�BEHALF��TO�PERFORM�RELATED�SERVICES�OR�TO�ASSIST�US�IN
ANALYSING�HOW�OUR�SERVICE�IS�USED�4HESE�THIRD�PARTIES�MAY�HAVE�ACCESS�TO�YOUR�PERSONAL
INFORMATION�ONLY�TO�PERFORM�THESE�TASKS�ON�OUR�BEHALF�AND�MUST�COMPLY�WITH�4HE�, INEN
( ALLgS�$ATA�0ROTECTION�0OLICY�

7 E�MAY�SHARE�PERSONAL�DATA�WITH�OTHER�PEOPLE�OR�ORGANISATIONS�WHERE�WE�HAVE�OBTAINED
YOUR�CONSENT�

7 E�USE�THE�FOLLOWING�LAWFUL�BASES�TO�PROCESS�PERSONAL�DATA�

02)6! #9�34! 4%- %. 4



GIVE�YOU�A�DESCRIPTION�OF�IT
TELL�YOU�WHY�WE�ARE�HOLDING�IT
TELL�YOU�WHOM�IT�COULD�BE�DISCLOSED�TO
LET�YOU�HAVE�A�COPY�OF�THE�RELEVANT�INFORMATION�IN�AN�INTELLIGIBLE�FORM�REMOVE�YOUR
DATA��ON�REQUEST��IF�THIS�WOULD�NOT�PREVENT�THE�ADMINISTRATION�OF�A�SERVICE�WE�ARE
CONTRACTED�TO�DELIVER

4HE�RIGHT�TO�BE�INFORMED�ABOUT�THE�PROCESSING�OF�YOUR�PERSONAL�INFORMATION
4HE�RIGHT�TO�HAVE�YOUR�PERSONAL�INFORMATION�CORRECTED�IF�IT�IS�INACCURATE�AND�TO�HAVE
INCOMPLETE�PERSONAL�INFORMATION�COMPLETED
4HE�RIGHT�TO�OBJECT�TO�THE�PROCESSING�OF�YOUR�PERSONAL�INFORMATION
4HE�RIGHT�TO�RESTRICT�THE�PROCESSING�OF�YOUR�PERSONAL�INFORMATION
4HE�RIGHT�TO�HAVE�YOUR�PERSONAL�INFORMATION�ERASED��THE�hRIGHT�TO�BE�FORGOTTENv	
4HE�RIGHT�TO�REQUEST�ACCESS�TO�YOUR�PERSONAL�INFORMATION�AND�TO�OBTAIN�INFORMATION
ABOUT�HOW�WE�PROCESS�IT
4HE�RIGHT�TO�MOVE��COPY�OR�TRANSFER�YOUR�PERSONAL�INFORMATION��hDATA�PORTABILITYv	
2IGHTS�IN�RELATION�TO�AUTOMATED�DECISION
MAKING�WHICH�HAS�A�LEGAL�EFFECT�OR�OTHERWISE
SIGNIFICANTLY�AFFECT�YOU

9OUR�RIGHTS

5 NDER�THE�' ENERAL�$ATA�0ROTECTION�2EGULATION��YOU�HAVE�RIGHTS�AS�AN�INDIVIDUAL�WHICH�YOU
CAN�EXERCISE�IN�RELATION�TO�THE�INFORMATION�THAT�WE�HOLD�ABOUT�YOU�

4HE�, INEN�( ALL�TRIES�TO�BE�AS�OPEN�AS�IT�CAN�BE�IN�TERMS�OF�GIVING�PEOPLE�ACCESS�TO�THEIR
PERSONAL�INFORMATION��)NDIVIDUALS�CAN�FIND�OUT�IF�WE�HOLD�ANY�PERSONAL�INFORMATION�BY
MAKING�A�3UBJECT�! CCESS�2EQUEST��)F�WE�DO�HOLD�INFORMATION�ABOUT�YOU�THAT�YOU�ARE
ENTITLED�TO��WE�WILL�ENGAGE�WITH�YOU�AND�ENDEAVOUR�TO�

4O�MAKE�A�REQUEST�FOR�ANY�PERSONAL�INFORMATION�WE�MAY�HOLD�YOU�NEED�TO�EMAIL
INFO LINENHALL�COM

9OUR�RIGHTS�UNDER�DATA�PROTECTION�LAWS

4HE�' ENERAL�$ATA�0ROTECTION�2EGULATION�PROVIDES�THE�FOLLOWING�RIGHTS�TO�YOU�

4HE�, INEN�( ALL�ENDEAVOURS�TO�MEET�THE�HIGHEST�STANDARDS�WHEN�COLLECTING�AND�USING
PERSONAL�INFORMATION��&OR�THIS�REASON��WE�TAKE�ANY�COMPLAINTS�WE�RECEIVE�ABOUT�THIS�VERY
SERIOUSLY��7 E�ENCOURAGE�PEOPLE�TO�BRING�IT�TO�OUR�ATTENTION�IF�THEY�THINK�THAT�OUR�COLLECTION
OR�USE�OF�INFORMATION�IS�UNFAIR��MISLEADING�OR�INAPPROPRIATE��7 E�WOULD�ALSO�WELCOME�ANY
SUGGESTIONS�FOR�IMPROVING�OUR�PROCEDURES�

4HIS�PRIVACY�NOTICE�WAS�DRAFTED�WITH�BREVITY�AND�CLARITY�IN�MIND��)T�DOES�NOT�PROVIDE�



EXHAUSTIVE�DETAIL�OF�ALL�ASPECTS�OF�4HE�, INEN�( ALLgS�COLLECTION�AND�USE�OF�PERSONAL
INFORMATION��( OWEVER��WE�ARE�HAPPY�TO�PROVIDE�ANY�ADDITIONAL�INFORMATION�OR�EXPLANATION
NEEDED��)F�YOU�WANT�TO�MAKE�A�COMPLAINT�ABOUT�THE�WAY�WE�HAVE�PROCESSED�YOUR�PERSONAL
INFORMATION��OR�IF�YOU�HAVE�A�QUERY�OR�ANY�CONCERNS��YOU�CAN�EMAIL�INFO LINENHALL�COM
�
0LEASE�NOTE�THAT�THE�EXERCISE�OF�YOUR�RIGHTS�IS�DEPENDENT�ON�THE�LAWFUL�BASIS�THAT�HAS�BEEN
USED�FOR�EACH�PROCESSING�ACTIVITY��9OU�ALSO�HAVE�THE�RIGHT�TO�LODGE�A�COMPLAINT�WITH�THE
)NFORMATION�#OMMISSIONER�S�/ FFICE��WHICH�ENFORCES�DATA�PROTECTION�LAWS�
HTTPS���ICO�ORG�UK�CONCERNS

�
7 HEN�YOU�EMAIL�US
�
! NY�EMAIL�SENT�TO�US��INCLUDING�ANY�ATTACHMENTS��MAY�BE�MONITORED�AND�USED�BY�US�FOR
REASONS�OF�SECURITY�AND�FOR�MONITORING�COMPLIANCE�WITH�OUR�POLICIES��%MAIL�MONITORING
OR�BLOCKING�SOFTWARE�MAY�ALSO�BE�USED��0LEASE�BE�AWARE�THAT�YOU�HAVE�A�RESPONSIBILITY�TO
ENSURE�THAT�ANY�EMAIL�YOU�SEND�TO�US�IS�WITHIN�THE�BOUNDS�OF�THE�LAW�

%MAILS�MAY�BE�SHARED�WITHIN�4HE�, INEN�( ALL�TO�ENSURE�THAT�A�QUERY�IS�ADDRESSED�TO��AND
RESOLVED�BY��THE�CORRECT�$EPARTMENT�
�

7 HEN�YOU�CONTACT�US�VIA�SOCIAL�MEDIA
�
4HE�, INEN�( ALL�USES�A�VARIETY�OF�SOCIAL�MEDIA�OUTLETS�TO�ENGAGE�WITH�STAKEHOLDERS��7 E
CANNOT�GUARANTEE�THAT�INFORMATION�SHARED�THROUGH�THESE�MEDIA�WILL�BE�PRIVATE��FOR
EXAMPLE��IF�YOU�SHARE�YOUR�CONTACT�DETAILS�IN�AN�INSECURE�AND�PUBLIC�SPACE�THEN
THESE�MAY�BE�VIEWED�BY�PARTIES�OTHER�THAN�4HE�, INEN�( ALL��0LEASE�DO�NOT�SHARE�PERSONAL
INFORMATION�IN�A�PUBLIC�FORUM��
�
)F�YOU�SEND�US�A�PRIVATE�OR�DIRECT�MESSAGE�VIA�SOCIAL�MEDIA�THE�MESSAGE�WILL�BE�STORED�BUT
WILL�NOT�BE�SHARED�WITH�ANY�OTHER�ORGANISATIONS�
�

7 HEN�YOU�VISIT�OUR�OFFICE

4HE�, INEN�( ALL�HAS�� � �##46�CAMERAS�INSTALLED�THAT�VIDEO�RECORD�AT�FOUR�POINTS�COVERING
THE�ENTRANCE�TO�THE�OFFICE��4HESE�ARE�FOR�SECURITY�PURPOSES�ONLY��ALLOWING�FOR�THE�PREMISES
TO�BE�MONITORED�AND�ACTING�AS�A�DETERRENT�TO�ANY�POTENTIAL�CRIMINAL�ACTIVITY���4HE�##46�IS
STORED�IN�A�SECURE�ROOM��2ECORDINGS�ARE�RETAINED�FOR�ONE�MONTH��LONG�ENOUGH�FOR�ANY
INCIDENT�TO�COME�TO�LIGHT�AND�THE�INCIDENT�TO�BE�INVESTIGATED��AFTER�WHICH�THEY�ARE



AUTOMATICALLY�ERASED��%XCEPT�FOR�LAW�ENFORCEMENT�BODIES��IMAGES�WILL�NOT�BE�PROVIDED�TO
THIRD�PARTIES�

*/ " �! 00, )#! . 43

7 HAT�WILL�WE�DO�WITH�THE�INFORMATION�YOU�PROVIDE�TO�US�

4HE�INFORMATION�YOU�PROVIDE�DURING�THE�PROCESS�WILL�ONLY�BE�USED�FOR�THE�PURPOSE�OF
PROGRESSING�YOUR�APPLICATION�OR�FULFILLING�LEGAL�OR�REGULATORY�REQUIREMENTS��IF�NECESSARY��7 E
WILL�NOT�SHARE�ANY�OF�THE�INFORMATION�YOU�PROVIDE�DURING�THE�RECRUITMENT�PROCESS�WITH�ANY
THIRD�PARTIES�FOR�MARKETING�PURPOSES�OR�STORE�ANY�OF�YOUR�INFORMATION�OUTSIDE�OF�THE
%UROPEAN�%CONOMIC�! REA��4HE�INFORMATION�YOU�PROVIDE�WILL�BE�HELD�SECURELY�BY�US�AND�OR
OUR�DATA�PROCESSORS�WHETHER�THE�INFORMATION�IS�IN�ELECTRONIC�OR�PHYSICAL�FORMAT��7 E�WILL�USE
THE�CONTACT�DETAILS�YOU�PROVIDE�TO�US�TO�CONTACT�YOU��TO�PROGRESS�WITH�YOUR�APPLICATION��7 E
WILL�USE�THE�OTHER�INFORMATION�YOU�PROVIDE�TO�ASSESS�YOUR�SUITABILITY�FOR�THE�ROLE�YOU�HAVE
APPLIED�FOR�

7 HAT�INFORMATION�DO�WE�ASK�FOR��AND�WHY�

7 E�DO�NOT�COLLECT�MORE�INFORMATION�THAN�WE�NEED�TO�FULFIL�OUR�STATED�PURPOSES�AND�WILL�NOT
RETAIN�IT�FOR�LONGER�THAN�IS�NECESSARY��4HE�INFORMATION�WE�ASK�FOR�IS�USED�TO�ASSESS�YOUR
SUITABILITY�FOR�EMPLOYMENT��9OU�DON�T�HAVE�TO�PROVIDE�WHAT�WE�ASK��HOWEVER��IT�MIGHT�AFFECT
YOUR�APPLICATION�IF�YOU�DON�T�

7 E�ASK�YOU�FOR�YOUR�PERSONAL�DETAILS�INCLUDING�NAME�AND�CONTACT�DETAILS��7 E�WILL�ALSO�ASK
YOU�ABOUT�YOUR�PREVIOUS�EMPLOYMENT�AND�EXPERIENCE��EDUCATION��AND�REFEREES�AND�FOR
ANSWERS�TO�QUESTIONS�RELEVANT�TO�THE�ROLE�YOU�HAVE�APPLIED�FOR��/ UR�RECRUITMENT�TEAM�WILL
HAVE�ACCESS�TO�ALL�OF�THIS�INFORMATION�

9OU�WILL�ALSO�BE�ASKED�TO�PROVIDE�EQUAL�OPPORTUNITIES�INFORMATION��4HIS�IS�NOT�MANDATORY
INFORMATION�ˆ �IF�YOU�DON�T�PROVIDE�IT��IT�WILL�NOT�AFFECT�YOUR�APPLICATION��4HIS�INFORMATION
WILL�NOT�BE�MADE�AVAILABLE�TO�ANY�STAFF�OUTSIDE�OF�OUR�RECRUITMENT�TEAM��INCLUDING�HIRING
MANAGERS��IN�A�WAY�WHICH�CAN�IDENTIFY�YOU��! NY�INFORMATION�YOU�DO�PROVIDE�WILL�BE�USED
ONLY�TO�PRODUCE�AND�MONITOR�EQUAL�OPPORTUNITIES�STATISTICS�

7 E�MIGHT�ASK�YOU�TO�ATTEND�AN�INTERVIEW��)NFORMATION�WILL�BE�GENERATED�BY�YOU�AND�BY�US�
&OR�EXAMPLE��YOU�MIGHT�COMPLETE�A�WRITTEN�TEST��OR�WE�MIGHT�TAKE�INTERVIEW�NOTES��4HIS
INFORMATION�IS�HELD�BY�4HE�, INEN�( ALL�

)F�YOU�ARE�UNSUCCESSFUL�FOLLOWING�ASSESSMENT�FOR�THE�POSITION�YOU�HAVE�APPLIED�FOR��WE�MAY
ASK�IF�YOU�WOULD�LIKE�YOUR�DETAILS�TO�BE�HELD�ON�A�RESERVE�LIST��)F�YOU�SAY�YES��WE�WILL



0ROOF�OF�YOUR�IDENTITY
0ROOF�OF�YOUR�QUALIFICATIONS
! CCESS�. )�CHECK

PROACTIVELY�CONTACT�YOU�SHOULD�ANY�FURTHER�SUITABLE�VACANCIES�ARISE�

)F�WE�MAKE�A�CONDITIONAL�OFFER�OF�EMPLOYMENT��WE�WILL�ASK�YOU�FOR�INFORMATION�SO�THAT�WE
CAN�CARRY�OUT�PRE
EMPLOYMENT�CHECKS��9OU�MUST�SUCCESSFULLY�COMPLETE�PRE
EMPLOYMENT
CHECKS�TO�PROGRESS�TO�A�FINAL�OFFER��7 E�ARE�REQUIRED�TO�CONFIRM�THE�IDENTITY�OF�OUR�STAFF�
THEIR�RIGHT�TO�WORK�IN�THE�5 NITED�+INGDOM�AND�SEEK�ASSURANCE�AS�TO�THEIR�TRUSTWORTHINESS�
INTEGRITY��AND�RELIABILITY���9OU�WILL�THEREFORE�BE�REQUIRED�TO�PROVIDE�
�

�
�
( OW�LONG�IS�THE�INFORMATION�RETAINED�FOR�
�
)F�YOU�ARE�SUCCESSFUL��THE�INFORMATION�YOU�PROVIDE�DURING�THE�APPLICATION�PROCESS�WILL�BE
RETAINED�BY�US�AS�PART�OF�YOUR�EMPLOYEE�FILE�FOR�THE�DURATION�OF�YOUR�EMPLOYMENT�PLUS��
YEARS�FOLLOWING�THE�END�OF�YOUR�EMPLOYMENT��4HIS�INCLUDES�YOUR�CRIMINAL�RECORDS
DECLARATION��FITNESS�TO�WORK��RECORDS�OF�ANY�SECURITY�CHECKS��AND�REFERENCES��
�
)F�YOU�ARE�UNSUCCESSFUL�AT�ANY�STAGE�OF�THE�PROCESS��THE�INFORMATION�YOU�HAVE�PROVIDED
UNTIL�THAT�POINT��AND�INFORMATION�GENERATED�THROUGHOUT�THE�ASSESSMENT�PROCESS�WILL�BE
RETAINED�BY�US�FOR�� � �MONTHS��
�
%QUAL�OPPORTUNITIES�INFORMATION�IS�RETAINED�FOR�THREE�YEARS�WHETHER�YOU�ARE�SUCCESSFUL�OR
NOT��4HESE�TIMEFRAMES�ARE�IN�LINE�WITH�THE�&AIR�%MPLOYMENT�AND�4REATMENT��. )	 �/ RDER
� � � � �

�
( OW�TO�CONTACT�US
�
4O�REQUEST�INFORMATION�ABOUT�OUR�PRIVACY�POLICY�PLEASE�EMAIL�INFO LINENHALL�COM�
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" ELFAST�
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INFO LINENHALL�COM
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