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Confidential Application Form

PLEASE RETURN TO: jobs@ecdpm.org

Position applied for: 
[bookmark: _heading=h.uu2wkvdhmzvn]Fundraising assistant

	Surname




	First name 



	Nationality




	Date and place of birth and gender (M/F)






	
	
	
	

	Full Address & (private) e-mail address
(where normally contactable)



	Private Telephone
(and times when normally available)

No: +
Times:
	Work Telephone
(and times available if we may contact you)

No: +
Times

	
Available as of:  …../…… / ……


	



EMPLOYMENT
Please start with your present/last employment and work backwards
	From
	To
	Employer’s Name & Address
	Job Title & main responsibilities

	
	
	
	

	Total amount of years of relevant working experience:










EDUCATION
	Name & address of schools/ colleges/universities attended since pre-university to present, starting with most recent
(state if full or part-time)
	Dates attended
	Qualifications & grades obtained
(i.e. Bachelor, MSc, MBA, Professional qualifications etc)

	
	From
	To
	

	
	
	
	








	
	Essential Characteristics 
	Please describe how you match them

	Bachelor’s degree in a social sciences or humanities subject.
	

	At least one year of working experience (internships can be included) undertaking analytical tasks in an international environment, supported by excellent references.
	

	C2 level of English (written and spoken), with demonstrated ability to write clearly and persuasively under time pressure (this will be tested for short listed candidates). 
	

	B2 Level of French (this will be tested in the interview phase).
	

	Excellent and creative internet research experience and skills (this will be tested for short-listed candidates).
	

	Highly organised and detail-oriented, knows how to prioritise and can work both independently and in a team,and is comfortable navigating a dynamic environment with tight deadlines. 
	

	Solid familiarity with the Google workspace and MS Office package. 
	

	Demonstrated experience with information systems and databases.
	

	Natural team player who enjoys supporting colleagues across the organisation and working with a diverse workforce.
	

	Assets
	Please describe how you match them

	Experience assisting the preparation of fundraising applications, funding proposals,  and/or information collection and organisation for fundraising activities (such as bid/tender/grant applications), and/or project budgeting. 
	

	Experience with communicating with funders and potential partners.
	

	Master's degree in an area relevant to ECDPM’s analytical work.
	

	C2 level of French and/or any other European languages (ideally languages spoken by ECDPM’s institutional funders).
	

	Prior (work or internship) experience with ECDPM partners and/or funders, such as the European Commission, foundations, consultancies, academic research funding agencies or ministries of foreign affairs.
	

	Highly experienced in using Excel/Google Sheets and Salesforce.
	

	Understanding of gender mainstreaming issues.
	

	Experience with supporting the preparation of high quality proposals (structuring and drafting).
	



 
 




LANGUAGE SKILLS
Please use the CEFR guideline to describe your knowledge and understanding of foreign languages  (Basic A1/A2 – Independent B1/B2 – Proficient C1/C2)

	Mother tongue
	
	

	
	
	Understanding
	Speaking
	Writing

	 
	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English
	
	
	
	
	
	

	French
	
	
	
	
	
	

	
	
	
	
	
	
	

	Other languages
	
	
	
	
	
	




REFERENCES
Please give details below of three people whom we may contact for references.  References will be taken up if you are short listed unless you specify otherwise.  Your referees should have knowledge of you in a working environment, either paid or unpaid, preferably one should be your current / last employer.

Previous surname (if necessary) for reference purposes:

	For office use only

 Taken up     Received
	Name
	Occupation/ Job Title
	Full Address 
	E/mail address

	
	
	


	
	
	

	
	
	


	
	
	

	
	
	

	
	
	

	
	
	
	
	






MOTIVATION IN SUPPORT OF YOUR APPLICATION
In the space below, please give a brief statement in support of your application giving your reasons for applying.  




















JOB LOCATION 
If offered the job:

O My preference is to work from Maastricht, the Netherlands
O My preference is to work from Brussels, Belgium
O I have no preference for which ECDPM office I would be based out of

(n.b. a degree of hybrid working is envisaged)

APPLICATION HISTORY
Have you previously applied for a position at ECDPM?
O Yes
· Position
· Programme
· Date
O No

Have you ever applied through ECDPM’s online open application form? 
O Yes
O No


VACANCY
Please inform us where you found the vacancy
O Own network (please specify if introduced through an individual)  ________________________
O Website ECDPM
O Other  (please specify) ________________________

DECLARATION
I certify that all particulars given are correct and understand that should any false statement(s), omission(s) be made on this form ECDPM reserves the right of dismissal. I understand that employment with ECDPM is subject to receipt of satisfactory references. 

Signature of applicant is ascertained through sending this document by email.

Please return this application form to the address stated on the top of the front page of this form.







PRIVACY STATEMENT
We will treat the information you submit with respect. We will store your information on a confidential section of our cloud storage, which is only accessible by our human resources and ICT departments, as well as members from the institutional relations and partnerships team. After the vacancy has closed, we will keep your information in our system for one year. After this period, your details will be deleted. If you wish that we do not keep your details after the vacancy deadline has passed, you may indicate this in your application. For more information, have a look at our privacy policy.
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