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APPLICATION PACK

(Senior) Event Coordinator & Finance Officer  

Closing date for receipt of applications: 
Thursday, June 13th, 2024 (23:59 CET) 

Please submit an electronic version (PDF or Word) by e-mail to: 
recruitment@ilga-europe.org



INFORMATION ABOUT THE RECRUITMENT PROCESS

What is our approach to recruitment? 

When recruiting new team members, we primarily look for people who have competencies that will enable them to take on a given position in the organisation, and to do as well as possible in the role. We are interested in the skills, the experience and knowledge, the thinking which a person will bring to the job, more than in the formal education and formal employment per se. We are also focusing less on whether a person has carried out the same type of work previously, and more on how a person would approach the work in the context of ILGA-Europe. 

In this application form, we are asking candidates to tell us about their own skills and experiences in relation to the competencies which are most important to the position of (Senior) Event Coordinator & Finance Officer.

The section “Achievement Record” plays an important part in our short-listing process. In this section, we ask you to tell us about achievements that you are proud of, that can tell us how you meet the core competencies needed to do the work of the (Senior) Event Coordinator & Finance Officer. We believe that one of the best predictors of how you are likely to perform in a new role is your performance in previous situations. These examples can be taken from your current or previous job, from voluntary work, or an experience in another setting. Please try to use a different example for each question, as diverse responses will give us the most complete picture of you.

We would like you to know that we do not expect applicants to be strong in all areas of competences needed for a particular position. We are also committed to professional development of our staff so that they can improve their skills, performance and personal effectiveness. 







How to fill out the application form you will find below? 
· Before you start working on your answers, we invite you to read carefully the job advert and job description which give information of the concrete tasks that the person will be responsible for, and the main qualifications and experiences required.
· Please answer all questions. 
· Do not hesitate to extend the tables if you need more room for your answers.
· ILGA-Europe’s working language is English. The application form should be completed in English. Interviews will be conducted in English. 
· Do not attach a CV, a cover letter or any additional documents as they will not be used. Please do not use any of the response fields for a cover letter, and focus on responding to the questions to the best of your abilities. 

What are the steps in the selection process?
· We will communicate our decision on the list of candidates to be interviewed by June 19th, 2024. All applicants will be advised of the outcome of their application at that time. 
· The interviews will take place online on July 2nd, 2024. If you need financial support for obtaining a good internet connection for the interview, we will reimburse agreed upon costs. 
· We will ask short-listed candidates to complete a home assignment and prepare a short presentation for the interview. Candidates will have one week to complete the home assignment.
· The interview itself will last approximately one hour, including the presentation. 

Should you be selected for the job and require a work permit, ILGA-Europe will manage the application process. The starting date for this position is foreseen for July-August 2024, but it is negotiable. Relocation to Brussels will be required – this job cannot be carried out or started remotely. 

We want to make sure the recruitment process is accessible to applicants with disabilities. If you would like us to make any arrangements in this respect, please let us know.




APPLICATION FORM

(Senior) Event Coordinator & Finance Officer

***Confidential***
All information given on the application form will be treated in a confidential manner.

ILGA-Europe will assess your application and potential interview performance and offer an Officer or Senior Officer position based on the demonstrated knowledge, skills, experience and learning needs. More information on this is provided in the job description. Please indicate here if you are interested in being assessed for both levels of the role. 
 I am interested in the Senior Event Coordinator & Finance Officer position.
 I am interested in the Event Coordinator & Finance Officer position.


PART 1 – MOTIVATION, SKILLS AND ABILITY

1. ACHIEVEMENT RECORD 

Your responses to these questions will play an important role in our assessment of your initial application. Please take some time to think about your responses.

Please do not simply list the tasks you have undertaken, as this does not tell us about your competencies in completing the task. You can include experience in paid and voluntary jobs. For each question, please provide an example in no more than 200 words. 

Question A
As (Senior) Event Coordinator & Finance Officer, you will take on the role of coordinator for the ILGA-Europe Annual Conference – a very large event with over 400 participants. We would therefore like to hear about your experience in event organising. Could you describe an event you organised or contributed to organising? Please explain clearly: 
[bookmark: _Hlk166585892](1) What were your tasks and/or responsibilities? 
(2) What did you do to ensure that you were carrying out your tasks efficiently and successfully?
(3) What were key indicators you used to assess your work?  

Your response… 




Question B
Coordinating the Annual Conference will require solid project planning and management skills. We would like to hear about a situation in which you demonstrated planning and project management skills. Please explain clearly: 
(1) What was the situation and/or task? 
(2) What did you do to ensure effective implementation of the project, activity or process? 
(3) What happened as a result of your actions?

Your response… 

Question C
Ensuring full compliance of ILGA-Europe’s costs and expenses with regulations from our funders will require skills to process financial documents accurately and to develop and implement financial procedures and policies. In this context, we would like to hear about your experience of dealing with the finances of projects, in particular your experience related to financial monitoring and reporting to funders, auditors and top management of an organisation. Please describe a job/role you had that included these tasks, or a relevant situation where you carried out similar tasks. Make sure to include: 
(1) What were your tasks and/or responsibilities? 
(2) What did you do to ensure that you were carrying out your tasks efficiently and successfully? 
(3) What were key indicators you used to assess your work? 

Your response… 

Question D
In this position, you will be processing a significant number of financial documents. Please describe an occasion when you found something unusual about a financial report, contract, payment or invoice and the steps you took to resolve the situation. In case you have never come across such an occasion, please describe what steps you would take to address such a situation, should it arise.  

Your response… 

Question E
The ILGA-Europe Finance and Administration Team is a busy, fast-paced environment with many competing demands for attention. The staff need to respond to a wide diversity of needs coming from inside and outside the organisation: colleagues, participants, providers, funders, auditors. In this role you will have demanding, on-going duties requiring a systemic, diligent approach, as well as many “event-based” duties, with different degrees of complexity and notice. Tell us about a time when you have worked in such an environment, and how you managed a complex and ever-changing workload. What are your skills and weaknesses in this area?

Your response… 




Question F
As staff members, we work extremely closely with lesbian, gay, bisexual, trans and intersex people on a daily basis. We work with people coming from over 50 different countries, people with different backgrounds, identities, expectations and needs. A standard task on the job would be to organise a two-day training session for 30 people, where colleagues from other teams would be responsible for designing the programme and content, and you would be responsible for everything else. We would like to hear about a similar situation and/or an event you have been responsible for. Please describe the situation and the steps you took to organise the event. Make sure to explain how you ensured that the needs of all parties were met, that the atmosphere of the event matched the expectations and how you ensured security and accessibility, among others. If you have no relevant experience, please describe what steps you would take for future events.

Your response… 

2. EXPERIENCE AND KNOWLEDGE 

In this section, we ask you to provide a summary of your knowledge and experience relevant to the main areas of work covered by the job. You can include experience in paid and voluntary jobs. For each area, please limit your response to 200 words.

1. Your knowledge and/or experience of working in the administrative team of an international/European NGO. 

Your response…

2. Your knowledge and/or experience of working with grassroots organisations and activists.

Your response…

3. Your knowledge and/or experience with grant-making or, in lieu of, experience of working under different funder requirements. 

Your response… 

4. Your knowledge and/or experience of working with computerized accounting, book-keeping, spreadsheets and word-processing programs.

Your response… 

5. Your experience of designing and/or implementing internal control processes. 

Your response…

6. Your experience with human resources activities such as recruiting, hiring and processing payroll. 

Your response…



3. REASONS FOR APPLYING

Now that we know about your skills and experience, we would like to know why you are applying for this position at ILGA-Europe. We are interested in what motivates you to work for ILGA-Europe, particularly in the areas of events and finance, and what you would like to contribute to our work. Please limit your response to 250 words.

Your response… 


PART 2 – ADDITIONAL INFORMATION 


1. CONTACT INFORMATION
	
	First name (the name you use):
Last name (the name you use):
Pronouns:
Home address: 
Postcode: 
Country: 
E-mail address: 
Telephone (home): 
Telephone (daytime/work): 
May we use the daytime/work number? 

2. PRESENT AND PREVIOUS OCCUPATIONS

Please give details of your occupation(s) starting with the most recent one. Please include any unpaid work. Gaps in your employment history will not be viewed negatively in any way, and you may choose to include explanations for those, if you wish. Due to the fact that this recruitment is for a position that holds responsibility over financial operations, at a later stage we will also ask if you wish to disclose any information related to your past conduct and record. At ILGA-Europe, we also understand the bias and unfairness of many justice systems and do not require candidates to have a blank criminal record. 

	Employer's 
name and address (include city and country) – please start with current/most recent one
	From/to
(month/ year)
	Position held including a brief description of your duties – please pay particular attention to mentioning the duties that are relevant for this application
	Reason for leaving

	

	
	
	

	

	
	
	

	
	
	
	

	

	
	
	



Please extend table if necessary.


3. EDUCATION 

Please give details of any degrees, diplomas or similar qualifications obtained. While we want to understand your background and experience, formal education or degrees are not a requirement for this job. 

	Name of school, college and/or university
	From/to
	Full-time/
part-time
	Qualifications obtained

	
	
	
	

	
	
	
	

	
	
	
	




4. RELEVANT TRAINING AND PROFESSIONAL DEVELOPMENT

Please give details of relevant training or development courses attended, professional qualifications or accreditation. 
	Organisation providing training and/or course
	Date
	Summary of content and any qualifications obtained

	
	
	

	
	
	

	
	
	



5. LANGUAGES

[bookmark: _GoBack]English is the working language of ILGA-Europe. A working capacity in French or Dutch is also required, because the role includes communication and cooperation with local institutions. It is not necessary to speak English, French or Dutch as your first language in order to undertake the duties of the (Senior) Event Coordinator & Finance Officer but a high standard of verbal and written accuracy and comprehension is required. Knowledge of Russian is a very strong asset, but not an absolute essential.

	Language
	Spoken
	Written

	English (required)
	
	

	French 
	
	

	Dutch 
	
	

	[Other language]
	
	




6. OTHER RELEVANT EXPERIENCE (i.e. other activities that tell us about your skills and interests such as past or current volunteer work, membership to an association, publications, etc.)




7. REFERENCES

Any offer of employment will be subject to receipt of satisfactory references. Please provide the name, e-mail address, location (for time zone reference) and telephone number of two referees. These should be people who are able to speak about your skills, your experiences, how you are when working with others, and your learning needs. They can be your present or recent employer, a colleague or supervisor in a project, a professor or trainer. Please, include at least one supervisor. Referees will not be contacted prior to interview.

	Referee #1

	Name of the referee
	

	Workplace and position of the referee
	

	Current location of the referee
	

	Telephone number
	

	E-mail address
	

	What is your connection to this referee? Where have you worked together or what was/is your professional relationship?
	



	Referee #2

	Name of the referee
	

	Workplace and position of the referee
	

	Current location of the referee
	

	Telephone number
	

	E-mail address
	

	What is your connection to this referee? Where have you worked together or what was/is your professional relationship?
	




PRACTICAL INFORMATION

· Will you be available for an online interview on July 2nd, 2024? 
· If selected, when would you be able to take up employment with ILGA-Europe? (Please note that this job needs to be performed from the ILGA-Europe office in Brussels – you cannot begin it remotely). 
· Do you currently have the right to work in the EU (citizenship or a current work permit)? (This information will not affect your application, but will allow us to understand better your potential starting date and ability to travel for in-person interviews, if such were to be held). 
· Where did you learn about this job vacancy? It would help us with our future recruitment planning and communications!

DECLARATION

I declare that the information provided on this form is correct to the best of my knowledge, and I understand that any information submitted in connection with employment and subsequently found to be incorrect or deliberately misleading could lead to dismissal without notice.


Signature:						Date:	




Closing date for receipt of applications: Wednesday, June 13th, 2024 (23:59 CET). 

Please note that only applications in PDF or Word format are accepted.
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