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VOLUNTEER DIGITAL INTERN APPLICATION PACK

Contents:
1. Job Advertisement Copy

2. Job Description & Person Specification

3. Application Form

4. Monitoring Form

5. Rehab of Offenders Form

Please complete all 3 forms and return by email to jeanette@beatbullying.org with ‘completed application – Digital Intern’ in the subject box or by post with ‘Digital  Intern’ on the envelope to Jeanette Clement, Digital Dept, Unit 1 Rochester House, 4 Belvedere Road, London  SE19 2AT.
VOLUNTEER DIGITAL INTERNSHIP JOB ADVERTISEMENT

Beatbullying, one of the UK’s most highly respected and award winning children’s charities, is looking for a Volunteer Digital Intern to assist the Digital dept with online digital and design projects. Beatbullying currently enjoys a very strong online presence and our development of this is key to our continuing and future success.
As a Digital Intern, you will work on web layouts, site usability, web architecture, image manipulation/optimisation. You will be assisting in the design of websites, Flash sites and Social Networking Sites and helping with the editing and maintenance of Beatbullying websites and contributing to our Media Library.
You should be able to broadly demonstrate the following:

· Good  all round design skills
· Ability to design (and preferably understand coding languages such as CSS, HTML) specifically for online digital media

· Experience using some or all of Adobe Creative Suite programmes.
· An understanding of our primary target audience - young people aged 11-25

· An understanding of other key stakeholder groups (parents, teachers, partners)

In return Beatbullying will:

· Aim to help develop your skills and experience and make sure you get the most out of the experience  

· Give you the opportunity to lead on certain tasks and projects, as well as assist other staff in delivering work as a team

· Pay your lunch and travel expenses

· Give you experience, skills and knowledge of working in the charity sector and also of working for an exciting and growing organisation which has won many awards for its use of Digital
Please go to http://www.beatbullying.org/dox/working-at-BB/internships.html for more information about working at Beatbullying and our rolling internships programme.

Beatbullying is Registered Charity Number 1097631
Digital Intern - Job Description 
Beatbullying run exciting peer to peer mentoring programmes for young people, as a Digital Intern you will be involved in a key part of the development of these programmes by assisting the Digital dept with digital and graphic design projects.

Digital Intern

Accountable to:   
Director of Digital
Location:    

South London office

Key Relationships: 
Designer / Director of Digital 
Role Summary: to help extend the online reach of Beatbullying (and its programmes) by developing and maintaining online relationships with key stakeholders (particularly young people aged 11-25). 

Main Responsibilities

· Designing promotional materials
· Creating web layouts
· Testing / developing site usability
· Image manipulation/optimisation
· Artworking general materials for print and online
· Data analysis
Digital Intern - Person Specification 

 Essential Skills 

· Live and breathe typography

· Passionate about digital design
· Tech savvy
· Attentive to detail

· Organized and efficient

· Proficient in Adobe Creative Suite (Photoshop & Illustrator)

· Working knowledge of (Dreamweaver, Fireworks)

· It would be an advantage if you have flash or coding and development experience.*
· PC literate
Desired skills:
· Experience of working with young people

· Knowledge and understanding of the issues surrounding young people

Personal qualities:
· Commitment to Beatbullying’s vision, values and mission

· Personal integrity, credibility and accountability

· Commitment to self-development

· Non-judgemental attitude

· Good team working ethic

· Enthusiasm and honesty

· Excellent attention to detail

· Lateral thinking and good problem solving abilities
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Internship Application Form - Private & Confidential

Introduction

Please note that Section 1 will be detached before sending to the internship recruitment panel for shortlisting.  It will then be re-attached by the recruitment team in order to determine interview and contact details.

Fill in the form by entering your replies in the empty boxes next to or below the questions. Where you are asked to select from a number of choices, indicate your choice by entering an X next to the option you have selected.

Application for Internship – Section 1
Personal Details

	Last Name
	

	Other Names
	

	Address (including postcode)
	

	Contact Numbers (work, home, mobile)
	

	Email address
	


Guaranteed interview scheme

The Equality and Human Rights Commission operates a guaranteed interview scheme for anyone with a disability as defined in the Disability Discrimination Act 1995 (as amended).

If you consider yourself to be a disabled applicant and can demonstrate on your application form that you meet the essential criteria for an internship you will be invited to the interview stage of the recruitment process.

Declaration

I consider myself to have a disability as defined above and want to apply under the guaranteed interview scheme.

	Signature
	

	Date
	


Accessibility

Tell us below how we can assist you with further information about the post and any adjustments or arrangements you would like us to consider.

Information

Please specify your preferred format.

	Large Print
	

	Braille

	

	Audio
	

	Electronic (by email)
	

	Other, please state
	

	


Reasonable Adjustments or arrangements at interview

Do you need any reasonable adjustments or arrangements to be made at interviews?

	Yes
	

	No
	

	If yes, please specify
	


Beatbullying is a Registered Charity No: 1097631
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Internship Application Form - Private & Confidential

Application for Digital Internship – Section 2

This section of the application form will be copied to members of the internship recruitment panel to allow them to consider your skills and experience against the defined criteria you have been supplied with in the internship pack.

Employment/University/College details (if applicable)

	Name and address of current (or most recent) employer/university/college 
	

	Job title/Course details
	

	Date
	

	Grade and current salary/wage
	

	Notice Period
	

	Below, please give a brief description of your duties and responsibilities

	


Previous employment/studies (if applicable)

	Name and Address of Employer
	Job Title
	Date from
	Date to
	Reasons for leaving

	
	
	
	
	

	
	
	
	
	


List all previous work – including paid work, unpaid placements and voluntary work - starting with the most recent.

Education and Training

Tell us about your education and training with qualifications below.  Please note that you may be asked to provide certificates to verify the information detailed in this section.

General and Vocational Education

	School/College
	

	Qualifications
	


Postgraduate and Professional Qualifications (if applicable)

	Awarding Body
	

	Qualifications
	


Training Courses

	Training Course
	

	Qualifications
	


Additional Information – supporting statement

Based on the information in the Digital  Job Descriptions and Person Specifications for the role, please provide specific examples of how you meet each of the essential and desirable criteria for an internship, including any relevant experience.  You may also wish to refer to experience, achievements, knowledge, personal skills, qualities, including examples of paid/unpaid work, studies and leisure interests.

Please also state why you are interested in this opportunity and your reasons for applying.

	


References

Please give the details of two people who have agreed to act as a referee for you. Relatives must not be used. One referee should be your current or most recent employer, or your tutor from your most recent place of learning.

Referee 1

	Referee’s Name
	

	Position
	

	Email address
	

	Telephone
	


Referee 2

	Referee’s Name

	

	Position

	

	Email address
	

	Telephone
	


Your referees will not be contacted unless a formal offer of internship is made, following interview.  Appointments cannot be made without receipt of satisfactory references.

Declaration

 I declare that the information given on this form is correct.

 I understand that, if appointed, any false information later revealed could result in my dismissal.

 I understand that any appointment will be subject to medical clearance, and (where appropriate) to a criminal record check.

	Signature
	

	Date
	


Returning the forms

Now you have completed your application form you should send it back to us together with the Equality Monitoring Form and Rehabilitation of Offenders Form.

Please also enclose a copy of your CV.

These forms can be returned by email to: newmedia@beatbullying.org
Beatbullying is a Registered Charity No: 1097631
Monitoring Information

We would be grateful if you could complete and return this form. The information you have supplied will be kept confidentially and will only be used to provide an overall profile analysis of Beatbullying 

Please choose one option from each of the sections listed below and then tick or place an X in the appropriate box. 

A. Your age 
	16 - 24
	

	25 - 34
	

	35 - 44
	

	45 - 54
	

	55 - 64
	

	65+
	


B. Your disability
The Disability Discrimination Act 1995 (DDA) protects disabled people. The DDA defines a person as disabled if they have a physical or mental impairment, which has a substantial and long term (i.e. has lasted or is expected to last at least 12 months) and has an adverse effect on the person’s ability to carry out normal day-to-day activities. 

Do you consider yourself to have a disability according to the terms given in the DDA? 

	Yes
	

	No
	


If you have answered yes, please indicate the type of impairment which applies to you (by ticking next to it below). 

People may experience more than one type of impairment, in which case tick all the types that apply. If your disability does not fit any of these types, please mark Other.

	Physical impairment, such as difficulty using your arms or mobility issues which means using a wheelchair or crutches
	

	Sensory impairment, such as being blind / having a serious visual impairment or being deaf / having a serious hearing impairment.
	

	Mental health condition, such as depression or schizophrenia.
	

	Learning disability, (such as Down’s syndrome or dyslexia) or cognitive impairment (such as autism or head-injury).

	

	Long-standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy.
	

	Other, such as disfigurement (specify below if you wish).
	



C. Your ethnic group 
(These are based on the Census 2001 categories, and are listed alphabetically)

Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh

	Bangladeshi
	

	Indian
	

	Pakistani
	

	Any other Asian background (specify below if you wish)
	


Black, Black British, Black English, Black Scottish, or Black Welsh

	African
	

	Caribbean 



	

	Any other Black background (specify below if you wish)
	


Chinese, Chinese British, Chinese English, Chinese Scottish, or Chinese Welsh, or other ethnic group

	Chinese 


	

	Any other ethnic background (specify below if you wish)
	


Mixed 

	White and Black African
	

	White and Black Caribbean
	

	White and Chinese
	

	Any other Mixed background (specify below if you wish)
	


White 


	British
	

	English
	

	Irish 
	

	Scottish
	

	Welsh
	

	Any other White background (specify if you wish)
	



D. Your gender

	Male
	

	Female
	

	Prefer not to say
	


Do you identify as transgender?
For the purpose of this question “transgender” is defined as an individual who lives, or wants to live, full time in the gender opposite to that they were assigned at birth.

	Male
	

	Female
	

	Prefer not to say
	


E. Your religion or belief 
Which group below do you most identify with?

	No religion
	

	Baha’i
	

	Buddhist
	

	Christian
	

	Hindu
	

	Jain
	

	Jewish
	

	Muslim
	

	Sikh
	

	Any other religion or belief (specify if you wish)


	


ctd

F. Your sexual orientation

	Bisexual
	

	Gay man
	

	Gay woman / lesbian
	

	Heterosexual / straight

	

	Other
 (specify below if you wish)
	


End

	For office use only:
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Private & Confidential

Criminal Convictions and Cautions

Rehabilitation of Offenders Act 1974: Health and Social Services Exemptions

Because of the nature of the work for which this application is being made, this post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974. 

You are therefore not entitled to withhold information about convictions which, for other purposes are ‘spent’ under the Act. In the event of employment any failure to disclose such convictions could result in disciplinary action, or dismissal. 

Any information given will be treated in strict confidence and will be considered only in relation to an application for posts to which the order applies. 

A conviction will not necessarily disbar you from obtaining employment.

Please fill in the form by entering your replies in the empty box next to or below the question. Where a question asks you to choose from a list of options, place an X in the empty box next to your choice

Have you ever been convicted by the courts or cautioned, reprimanded or given a final warning by the police?
	Yes
	

	No
	


If YES, please give details: 

	Date & Court
	

	Offence
	

	Penalty
	


Are There Any Criminal Proceedings pending against you?
	Yes
	

	No
	


If yes, please give details below
	


Declaration 
I confirm that the information I have given on this form is correct and complete, and that misleading statements may be sufficient for cancelling any agreements made.  I understand that if successful I will be required to complete a Disclosure Application Form so that a Standard or Enhanced disclosure may be sought.

	Signed
	

	Date
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