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Internship Application Pack

Fields in Trust is currently engaged in its most ambitious and far reaching project ever undertaken; The Queen Elizabeth II Fields Challenge.  The programme is a landmark project to create a network of 2,012 outdoor recreational spaces which are protected for the long term.  These sites will stand as a permanent, tangible and relevant legacy arising from the two major events scheduled to occur in the UK in 2012; Queen Elizabeth II’s Diamond Jubilee and the London 2012 Olympics.  

In order to achieve this target we are looking for bright, enthusiastic and hard working graduates to assist us in administering the project.  The internships are unpaid but we will pay reasonable travel expenses and the minimum duration of the internship would be 3 months.  Alongside the work experience Interns will also be given continuous training, guidance and feedback.   We will also provide help and advice on gaining employment including a mock interview and CV tune up.  

The internship application pack includes:

· Finance and Administration Assistant Job Description

· Project Assistant Job Description

· Application Form

· Summary of Fields in Trust and our work

If you are interested in working at Fields in Trust then please complete an application form and return it to Lawrence Welsby at Fields in Trust, 2nd Floor, 15 Crinan Street, London, N1 9SQ or to lawrence.welsby@fieldsintrust.org. 

                              FIELDS IN TRUST

Fields in Trust is the only independent UK wide charity dedicated to protecting and improving outdoor space for sport, play and recreation. Formed in 1925 as the National Playing Fields Association we aim to ensure that everyone - young or old, able or disabled and whether they live in an urban or rural area – has access to free, local facilities for healthy outdoor activities. Outdoor spaces have a vital role to play in creating healthy communities helping not only to increase physical activity but also to foster social cohesion and improve the local environment.
Our Core Aims
· We aim to protect outdoor recreational space in perpetuity through legal dedications.  This is the most urgent area of our work, as every day we are losing more space to development.
· We aim to eradicate the threat to fields by increasing statutory protection of the UK’s public recreational space through lobbying government at all levels, and by engaging the public in the battle for local green spaces.
· We aim to improve facilities on as many sites as possible, to ensure that communities can make the most of their playing fields using safe and high quality amenities.
The Scale of the Problem
There is inadequate statutory protection in the UK for our community open space with the result that our irreplaceable recreational heritage is increasingly at risk from built development. 

· An estimated 9000 sites currently do not have any protection from development.

· 6000 playing fields were lost between 1996 and 2009.
· FIT hears of at least 4 threats to fields every single week.
The Queen Elizabeth II Fields Challenge
The Queen Elizabeth II Fields Challenge is the most ambitious and far reaching project ever undertaken by Fields in Trust.  It is an exciting new programme to mark Her Majesty The Queen’s Diamond Jubilee led by its Patron Prince William. It is a landmark project to create a permanent, tangible and relevant legacy from the two major events scheduled to occur in the UK in 2012; Queen Elizabeth II’s Diamond Jubilee and the London 2012 Olympics.  Through the project we aim to:
· Protect 2,012 outdoor recreational spaces for the long term by 2012.
· Increase participation in physical activities and sport through associated schemes.

· Unlock funding to provide improvements to these sites.
Giving over two million people a place to play, it will be a substantial investment in the future health, recreation, and sporting success, of the UK.

Project Assistant – The Queen Elizabeth II Fields Challenge

Reporting to: Director of The Queen Elizabeth II Fields Challenge
Normal Place of Work: Fields in Trust London Office

Job Summary: To provide support to the Chief Executive and the Director of the Queen Elizabeth II Fields Challenge.

Key Tasks: The tasks listed in this job description are an indication of the areas, which the post will cover.   It is not a finite list as the post embraces a wide range of responsibilities and there is an assumption that the post holder will wish to extend his/her professional development.

· To help co-ordinate the Chief Executive and Director’s diaries and travel arrangements
· To arrange, organise and service meetings and events as required
· To undertake administrative tasks and general duties as required

· To carry out relevant research
· To help with fundraising correspondence and reports 

· To provide communications support including creating press lists and filing cuttings 

· To establish and maintain databases as required
· To help with any matters relating to the work and promotion of Fields in Trust and The Queen Elizabeth II Fields Challenge at the request of the Director
INTERNSHIP APPLICATION FORM

All information given will be treated with the strictest confidence. Continuation sheets may be added if necessary. Please complete and return to Lawrence Welsby at Fields in Trust, 15 Crinan Street, London, N1 9SQ or to Lawrence.welsby@fieldsintrust.org. 
1. POSITION APPLIED FOR




2. PERSONAL DETAILS

	Surname:
	Telephone number (Home):



	Forenames:
	Telephone number (Mobile):



	Dr/Mr/Mrs/Ms:
	Telephone number (Work):



	Address:


	

	Postcode:
	


	Do you have the right to work in the UK?
	Yes
	No

	Note: we will require proof of this right before an offer of employment can be confirmed – eg. Birth certificate and/or any other appropriate document required to confirm your right to work in the UK as required by the Asylum and Immigration Act 1996
	
	


3. EDUCATION

	From
	To
	Type of School

(i.e. Grammar/ Secondary)
	Examinations taken and Qualifications Gained

(Specify Grades) 



	
	
	
	


4. FURTHER/ HIGHER EDUCATION

	From


	To
	Name of Institution

(state if Full – or- Part Time)
	Subjects Taken and Qualifications Gained (Specify Grades or Degree Class Obtained)



	
	
	
	


5. MEMBERSHIP OF PROFESSIONAL ORGANISATIONS

	Date Joined
	Institute/ Organisation
	Grade Of Membership (Where appropriate)

	
	
	


6. EMPLOYMENT RECORD (Please list chronologically, starting with current or last employer)

	Name and Address of Employer and Nature of Business:
	From: 

To:
	Job Title:

Job Function/ Responsibilities:


	Final Salary and Reason for Leaving

	
	
	
	


7. TRAINING

Details of training courses attended and awards achieved, including dates, if appropriate:

	


8.  WHY DO YOU WANT TO WORK AT FIELDS IN TRUST?
Please detail your suitability for this position below:

	


9. DISABILITY DISCRIMINATION ACT 1995

	Section 1 of this Act describes a disabled person as a person with a ‘physical or mental impairment which has a substantial or long-term effect on his/her ability to carry out normal day-to-day activities’.

Using this definition, would you consider yourself to be disabled? Yes       No     

(please tick as appropriate)

If yes, do you require any special arrangements to be made to assist you is called for interview?  Please provide details:




10. REFEREES 

Please give the details of two work related referees, including your current or most recent post.  Referees will not be contacted without your prior approval. 

	Name:
	Name:

	Position:
	Position:

	Company:
	Company:

	Address:

Telephone No.:
	Address:

Telephone No.:

	Nature of Relationship:


	Nature of Relationship:


11. VERIFICATION OF INFORMATION

	I certify that all information which I have provided is correct.  I understand that any false information given may result in a job offer being withdrawn.

Signature:                                   Date:


Equal Opportunities

· FIT supports equal opportunities in employment and opposes all forms of unlawful or unfair discrimination
· FIT is committed, wherever practicable, to achieving and maintaining a workforce, which broadly reflects the community in which we operate

· Every possible step will be taken to ensure that individuals are treated equally and fairly and that decisions on selection, recruitment, training, promotion and career management are based solely on objective and job related criteria

In addition to its Equal Opportunities policy, in cases of disability, FIT will make reasonable adjustments to working practices and existing structures to ensure that any disabled employee or prospective employee is not substantially disadvantaged compared to a non-disabled person.


