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Introduction 
Dear Applicant  
 
Thank you for your interest in the role of Chief 
Executive of Cancer Focus NI.  We are seeking 
an individual who is passionate about our work.  
This application pack includes information 
about Cancer Focus NI, sets out the process 
for recruitment and outlines the qualifications, 
skills and experience we are seeking. 
 
Cancer Focus NI is a local voluntary 
organisation that aims to eliminate cancer, 
where possible, and reduce its impact on our 
society.  We were Northern Ireland’s first 
cancer charity and in 2019 we celebrated our 
50th Anniversary.  Since our founding we have 
had four main pillars of endeavour:  cancer 
prevention, services to people affected by 
cancer, funding local cancer research and 
campaigning and advocacy work.  While we 
have stayed true to our founding principles, 
how we have delivered on our mission has 
grown and developed over the years. 
 
The Board of Trustees of Cancer Focus NI is 
seeking to appoint a Chief Executive who 
shares our passion and embodies the culture 
and values of the organisation.  The successful 
candidate will value our 50-year legacy, while 
leading the organisation to embrace the 
opportunities and navigate the challenges in 
the years ahead. 
 
This is a complex post with impact well beyond 
the walls of Cancer Focus NI.  To be successful 
in this role you will need to have demonstrable 
leadership skills, excellent communication 
skills, including media skills, business acumen, 
sound judgement, empathy and resilience. The 
new to post Chief Executive will have an 
interest in both strategy and delivery, with an 
eye on the vision and their feet on the ground. 
 
Cancer Focus NI has had only three Chief 
Executives in our 50-year history.  It is a role  
 

 

 
 
 
that post holders have embraced and  
developed each in their own way, reflecting 
the prevailing environment. 
 
While our track record is extensive, like 
many charities, we face uncertain times 
exacerbated by political uncertainty. The 
majority of our funding comes through 
public donations with competition for donor 
funding increasing while public trust in 
charities has been challenged. 
 
While there may be challenges, there are 
also opportunities aplenty. Our Chief 
Executive will have the vision to lead us 
through these challenges combined with the 
planning skills and pragmatism to turn the 
vision into action, and deliver. 
 
We invite you to read through this 
information pack and understand more 
about the role and the person we are 
looking for, then decide whether you feel 
you have the necessary skills, experience 
and qualities to be our next Chief Executive.   
 
We are delighted that we are working with 
Engage Executive Talent.  If you have any 
enquiries about this post please do not 
hesitate to contact Patrick Minne, 
patrick@engageexec.co.uk or telephone 
028 9024 5356. 
 
The change and impact we make is defined 
about how we work and what we value.  If 
you feel you have the relevant skills, 
qualifications, experience and shared 
values base for this role we would very 
much welcome your application.  
 
Yours faithfully 
 

Professor Roy Spence 
Chairperson 
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Cancer Focus NI 
Our story to date 

 
Cancer Focus NI was 
established in 1969 
initially to fund cancer 
research in Northern 
Ireland.  The founding 
members very quickly 
realised that while local 
cancer research was 
needed, there was a 
similar pressing need to 
inform the public about 
the causes of cancer and 
how they could reduce 
their risk.   
 
There were also people 
living with the disease for 
whom there were few 
options for support and 
advice.  It was likewise 
recognised that to deliver 
real change we need 

effective public health policies and provision.   
 
The four pillars of endeavour were thus formed and still shape 
our work today.  The charity was originally called the Ulster 
Cancer Foundation. We changed our name in 2012.  
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Our Vision 
A future where cancer is a manageable disease. 
 
 

Our Mission 
Cancer Focus NI is a local charity that aims to eliminate  
cancer where possible and reduce its impact on our society. 
Its four main pillars of work are care services, research, 
prevention, public campaigns and advocacy. 

   
 

  

Care Services 
Our Aim 

 
To provide a range of care 

services and information to meet 
the needs of all those affected by 

cancer 

 
Cancer Prevention 

Our Aim 

 
To reduce the risk of our citizens 
developing cancer and promote 

its early diagnosis 

 

Campaigning and 
Advocacy 

Our Aim 
 

To raise public and professional 
awareness of cancer issues and 

influence policy makers to 
improve cancer services and 

public health policy 

Cancer Research 
Our Aim  

 
To promote and support 

internationally competitive, high 
quality research into the causes, 

treatment and prevention of 
cancer 
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Our Values 
 
Caring, welcoming 
We welcome everyone affected by cancer and anyone at risk of cancer 
demonstrating an inclusive, caring and empathetic approach to our 
beneficiaries.  We strive to place the user of our services at the heart of all 
that we do. 
 
 
Recovery 
We offer hope, empowerment, self-responsibility and a meaningful role in life 
for people affected by cancer. We support, empower and enable individuals 
and communities to deal with the impact of a cancer diagnosis and to make 
informed decisions to reduce their cancer risk. 
 
 
Ethical  
We are honest, transparent, professional and accountable in all our activities. 

 
 

Focused on Excellence 
We strive towards continuous improvement, showing leadership, positivity, 
creativity and innovation. 

 
 

Committed to Partnership 
We are committed to working with other agencies, locally, nationally and 
internationally to eliminate cancer, valuing teamwork both internally and 
externally. 
 
 

 
  

Chief Executive Information Pack | January 2020        6 

 



 
Our Services 
 
 

Cancer Focus 
NI provides 
services to 
people directly 
affected by 
cancer (Care 
Services) and 
health 
promotion 
services to the 
general public 
(Cancer 
Prevention).   

 
Care Services include counselling for patients and family 
members, family support to children and young people whose 
parent or other significant adult has cancer, a Freephone nurse-
led helpline, creative therapies and bra-fitting for women who 
have undergone mastectomy. 

 
Cancer Prevention services include smoking cessation, Keeping 
Well, a mobile project offering one to one health checks, 
information and signposting in communities and workplaces and 
the schools project with health promotion interventions linked to 
the national curriculum from nursery school to post-primary. 

 
We fund local university based cancer research. 

 
  

Bra-fitting service at Cancer Focus NI 
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Our Strategy 
The Cancer Focus NI 2020 strategy was developed following 
consultation with stakeholders in 2015.  This strategy was due to 
expire in 2020. However, given that the current Chief Executive 
signalled her intention to retire in early 2020, the Board decided to 
extend the current strategy to 2021.  This will allow the incoming 
Chief Executive to settle into the role. The Chief Executive will then 
engage in developing the organisation’s strategy for the next 
strategic planning period. 
 
You can download the current strategy here. 

 

Our Seven Strategic Goals for 2020 

Promote the well-being of people affected by cancer 
The well-being of people affected by cancer – patients and families – 
lies at the heart of our work.  A cancer diagnosis can be life-changing. 
Cancer Focus NI wants to be available to more people affected by 
cancer offering information, advice and support from the time of 
diagnosis and throughout the cancer journey.  
 
Enable communities to reduce their risk of cancer 
Research shows that up to half of cancers could be avoided by 
healthier lifestyle choices.  Cancer Focus NI’s strategy is to deliver a 
programme of services aimed at informing and supporting the public so 
that they can reduce their risk of cancer. 
 
Influence public policy 
Cancer Focus NI’s mission is to reduce the risk of people in Northern 
Ireland getting cancer and to improving the well-being and outcomes for 
people who are diagnosed with the disease.  We know that the policies 
our government sets and the decisions it takes can have far-reaching 
effects on both cancer incidence and survival rates. For these reasons, 
influencing public policy is one of our key goals.  We are committed to 
the European Cancer Patients’ Charter. 
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Fund cancer research 
We are very aware that cancer research is vital in expanding our 
knowledge of the causes of cancer and in developing treatments to 
secure best outcomes for patients.  Since our inception, we have been 
engaged in funding local cancer research, although financial 
pressures in recent years have seen our investment in cancer 
research fall.  We will redress this.  
 
Secure funds to sustain development 
Over 90% of our funding comes from the Northern Ireland public and 
so the success of our strategy rests heavily on our capacity to raise 
sufficient funds to sustain current and future initiatives. Reduction in 
government funds and increasing competition for them means we will 
have a target-driven and innovative approach to increasing the 
opportunities to generate funds. 
 
Communicate effectively both to the public and within the 
organisation 
We need a high level of recognition to succeed in reaching people with 
our services and attracting volunteers. We will communicate clearly 
with the people who volunteer, fundraise or work for us. We will do this 
on a modest budget, mindful of perceptions about charities’ advertising 
spend. 
 
Be responsible and accountable to internal and external 
stakeholders and to regulatory authorities  
How we work is as important as what we achieve. We will be open 
and transparent in our activities to keep the trust of our supporters. We 
will demonstrate effective governance and apply best practice in how 
we deal with data and meet the requirements of all our regulators.  
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Organisational Strengths 
 

 Cancer Focus NI is a very well respected voluntary organisation with a sound 
reputation for campaigning and service delivery.  

 

 The Northern Ireland focus of the charity is very valued by our stakeholders.   
 

 The Board of Trustees takes a primarily governance role. Trustees are drawn 
from a wide range of backgrounds but share a passion for the success of the 
charity.  

 

 Our staff team are well qualified and very committed to the mission and ethos 
of the organisation.   

 

 Services are valued by beneficiaries. We have a well-established network of 
volunteers who last year contributed almost 30,000 hours of support – 
equivalent to 18 additional full-time staff members.   

 

 We are often the first port of call for media seeking local information or 
opinion on cancer related matters.   

 

 We have very loyal fundraising groups and external funding partners.   
 

 We have invested heavily in our brand and in our website and social media 
presence. There are real opportunities in being the official charity for Belfast 
Marathon for 2020 and 2021. 

 

Organisational Challenges 
 

 The current political uncertainty presents challenges for all of Northern Ireland 
including civic society.  Campaigning, planning and income generation can all 
be affected by insecurity. 

 

 As a cancer charity in Northern Ireland, we operate in a very overcrowded 
market.  It is difficult at times to stand out:  there is also increasing competition 
from charities in the wider voluntary sector.  We provide a wide range of 
services, each valued in their own way.  It is difficult, therefore, to identify our 
unique selling point.  Given that over 90% of our income comes from 
fundraising, income can be difficult to predict.   

 

 The long history of the organisation can be both a strength and a burden, as 
change management can be difficult for long standing stakeholders.  

 

 With the incidence of cancer due to rise by around 65% by 2035, there is 
much work to be done in the years ahead. 
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Finances 
Cancer Focus NI has an annual  turnover of over £4Million.  Over 90% of income is derived from 
fundraising.  Cancer Focus NI has thirteen charity shops whose joint turnover is due to reach 
£1Million by the end of the current financial year.  Over the next 6 months we will set up a wholly 
owned subsidiary company to oversee the retail business.   
 

The charity’s finances are externally audited.  The auditors are PricewaterhouseCoopers.  The 
most recent audit was highly favourable with no major concerns expressed about financial 
procedures or the future of the charity as a going concern. You can access our annual accounts 
here:    
 

Year ended July 2019 

Year ended July 2018 

Year ended July 2017 

 

 

Cancer Focus NI’s Pink Run raises cash and awareness 
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Meet the Board 

 

 
PROFESSOR ROY SPENCE OBE 
CHAIR 

 

MR BOYD CARSON 
HONORARY TREASURER 

 

MR IVAN MCMINN 
VICE-CHAIR 

 

DR JIM BIRNIE 

 

MR JAMES CARRIGAN 

 

PROFESSOR MARK LAWLER 

 

MS PAT MCCLELLAND 

 

PROFESSOR PAUL JEFFCUTT 

 

MRS VIOLET SPENCE 

 

DR ANDREW GILLILAND 

 

DR BERNADETTE CULLEN 

 

MR DOOLEY HARTE 

 

DR HELEN REID 

 

MS CAROLINE MURDOCH 

 

MS SIOBHAN MCALEER 
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Organisation Structure 
Cancer Focus NI has 100 staff members and over 350 regular volunteers.  There are five main 
departments: Administration, including Finance and Personnel, Cancer Prevention, Care 
Services, Income Generation and Retail.  The Chief Executive at present manages the five 
Heads of Departments, an Executive Assistant, and the functions of research and 
communications.  You can download our full set of departmental organisation charts here. 
This is what our Senior Management Team organisation chart looks like: 

 

 

 

 

 

 

 

 

Board of 
Trustees

Chief Executive

Head of 
Administration

Head of Cancer 
Prevention

Head of Care 
Services

Head of Retail
Head of Income 

Generation

Executive

Assistant

Marathon runners raising 
funds for Cancer Focus NI   
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Job Description  
 

Job Title   Chief Executive 

 
Reporting to   Chair and the Board of Trustees 

 
Responsible for Strategic leadership and management of the organisation 

 
Salary   £61,195 - £71,196 (starting salary subject to relevant experience) 

 
Benefits   10% Pension (+ other benefits)  

 
Probation   Six months 

 
Type of contract  Permanent   

 
Holiday entitlement  30 days plus statutory holidays 

 

Role Purpose 
 

The purpose of the Chief Executive role is to be an inspiring and highly effective leader 

achieving Cancer Focus NI’s mission and vision. The Chief Executive supports the Board in 

the development of the future strategy and operational plans to ensure the charity is resilient 

and responsive to the people it was set up to serve.  The individual will be responsible for 

internal management of staff and resources. In addition, they will manage external stakeholder 

relationships, develop the profile of the organisation and ensure the provision of exemplary 

services. 

 

As Chief Accounting Officer, the Chief Executive will ensure the effective and efficient 

operation of the organisation, delivering on ambitious performance targets and operational 

plans.   

 

The key responsibilities of the role will include: 

 

 Leadership and Governance 

 Strategy and Planning 

 Management 

 Financial Accountability and Sustainability 

 External Relations and Communications.    
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Leadership and Governance 
 

 Facilitate a culture of openness and transparency throughout the organisation.  

 Ensure that good governance is seen as intrinsic to Cancer Focus NI, maintaining a 

robust risk and asset management regime that is regularly reviewed.  

 Lead the development and delivery of the corporate and risk management 

strategies on behalf of the Board, ensuring that the charity’s strategic aims and 

objectives are not only defined, but the resources to deliver them are clearly 

identified.  

 Manage the processes required to ensure Cancer Focus NI remains compliant with 

the regulatory agencies.  

 Maintain a high quality secretariat that supports the Board of Trustees, ensuring 

that documentation and meetings are up to date, and produced to an appropriate 

level of detail.  

 Develop a trusted and respected relationship with the Chair and Board of Trustees. 

 

Strategy and Planning 
 
 Ensure that the Board is kept aware of the changing external environment and the 

needs of beneficiaries. 

 Show aptitude for analysing changes in an uncertain political and funding 

environment, with a view to taking innovative and entrepreneurial approaches to 

countering barriers and exploiting opportunities for the benefit of the charity’s 

clients. 

 Catalyse the Board, staff, volunteers and clients into adopting new thinking on 

service provision, making proposals to the Board that clearly illuminate benefits, 

issues and costs. 
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  Management 
 

 Ensure that Cancer Focus NI’s operating model is the best fit for its strategy, 

designed around the needs of its beneficiaries. 

 Cultivate an organisational culture that is always focused on the provision of 

excellent services to Cancer Focus NI’s beneficiaries.  

 Lead, support and motivate all staff and volunteers to secure their loyalty and 

commitment to the charity’s aims, objectives and ambitions. 

 Model a collaborative leadership style, instilling a culture of professionalism and 

inclusion, supported by coaching, training and development. 

 Develop a culture of openness, accountability and continuous improvement through 

effective performance management systems for the full staff team that ensure key 

targets are met and underperformance is addressed and supported in a timely 

manner.  

 Champion internal communications throughout the charity to ensure inclusion, 

information and empowerment of staff through regular co-ordinated team meetings 

and briefings. 

 Lead the staff team to enable them to be effective, solution focused and creative, 

embracing change and innovation. 

 Agree and deliver a legally compliant Human Resources strategy that meets the 

operational demands of Cancer Focus NI.  
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Financial Accountability and Sustainability  
 

 Act as Chief Accounting Officer to ensure the effective planning, management and 

reporting of Cancer Focus NI’s finances, which enhances the sustainability of the 

charity.   

 Lead the preparation and management of the annual budget as part of the strategic 

plan for approval by the Board of Trustees.  

 Ensure that reports and processes are in place and routinely monitored to ensure 

probity and accountability for all those charged with managing budgets in the 

organisation. 

 Oversee and monitor an effective programme of income generation. 

 Ensure sufficient income generation from the public, charitable foundations, 

statutory sources and others to meet the charity’s current and future needs. 

 Oversee the development of new funding models to address unpredictability in 

existing income streams.  

a 



  

External Relations and Communications 
 
 Engage on cancer at an international level with other national and regional cancer 

bodies. 

 Develop and engage directly and effectively with ministers and elected 

representatives at Stormont, Westminster and council level to further the charity’s 

agenda.  

 Build engagement with senior decision-makers across the public sector. 

 Extend relationships with senior academics and managers in Northern Ireland’s 

universities, and those elsewhere whose research has a bearing on Cancer Focus 

NI’s aims.  

 Build existing and develop new connections with leaders of third sector 

organisations to forge productive collaborations in the interests of the charity’s 

beneficiaries. 

 Develop new relationships with the commercial sector, philanthropic and charitable 

funders. 

 Act as the principal ambassador for Cancer Focus NI exemplifying its ethos through 

reactive and proactive appearances before the media, at external events and 

publicity opportunities. 

 Proactively ensure the good profile of Cancer Focus NI is continued across 

Northern Ireland. 

 
 
 General Responsibilities 
 
 Build trusted relations with key partners and act as a point of contact for strategic 

donors, funders and other key stakeholders across the public, private and third 

sectors. 

 Continuously develop and maintain the professional competencies required to meet 

the business needs of the post. 

 Undertake any other appropriate duties which may reasonably be allocated from 

time to time. 

 
 
 Chief Executive Information Pack | January 2020        17 

 



 

Person Specification 
Key Criteria Essential Desirable 

Professional 
Qualifications 

Degree level qualification.   

 Evidence of continuing professional 
development with a focus on 
management and leadership. 

 

Experience  A proven track record in senior 
management, reporting directly to a Board 
or at Senior Director level. 

 

 Significant Financial Management 
experience. Experience of managing 
multiple budgets and resources. 

Experience of managing a 
budget greater than 
£500,000. 

 Strong strategic planning, prioritisation 
and execution skills with the proven 
ability to manage multiple objectives, 
competing demands and monitor 
progress and impact through the 
development of operational plans. 

 

 
 
 

 A proven track record of securing 
resources to deliver organisational 
goals. 

A proven track record of 
securing resources to 
deliver organisational 
goals and deliver growth. 

 A proven track record of creating an 
empowering work culture that rewards 
performance and ensures 
accountability at every level within the 
organisation. 

 

 A demonstrable track record of having 
managed a team to deliver an 
organisation’s strategic and 
operational goals. 

A demonstrable track 
record of having managed 
a multidisciplinary team to 
deliver an organisation’s 
strategic and operational 
goals. 
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Key Criteria Essential Desirable 

Knowledge An understanding of charity and/or 
company law. 

 

 Knowledge of the funding streams 
available to the sector and how these 
might best be exploited. 

 

 An understanding of the policy context 
in which Cancer Focus NI operates, 
and the political, economic and social 
drivers and trends that affect it. 

 

 An understanding of the impact of 

cancer on individuals, their families, 

friends and colleagues. 

 

 A demonstrable knowledge of the 
health and social care sector in 
Northern Ireland. 

 

Skills Proven influencing and networking 
skills that have delivered 
organisational benefits and which 
inspire trust and involvement from 
diverse stakeholders; a proven 
ambassador. 

 

 Exceptional written and verbal 
communication skills, with the ability to 
distil complex ideas in ways that 
inspire and engage a diverse range of 
audiences, including through the 
media. 

 

 Highly self-motivated, creative and 
determined with the ability to take 
initiative and problem solve effectively. 

 

 Evidence of strong decision-making 
skills, including a willingness to 
confront and make tough 
management decisions when 
necessary. 
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Key Criteria Essential Desirable 

 Evidence of the ability to analyse, solve 

problems and implement change, with a 

successful track record of managing 

and delivering change. 

 

 IT literate, proficient with Microsoft Office, 
including Outlook, Word, Excel and 
PowerPoint. 

 

Attitude Readiness to work flexibly and 
efficiently whilst maintaining the 
highest professional standards.  

 

 A resilient and positive attitude.     

 The ability to inspire others to achieve 
in a way which commands respect 
and provides an environment where 
others feel motivated.   
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Shortlisting Requirements 
 

To be shortlisted, candidates are required to have: 

 A degree level qualification 
 

 A proven track record in senior management reporting directly to a Board or at 
Senior Director level 

 

 Strong strategic planning, prioritisation and execution skills, with the proven ability 
to manage multiple objectives, competing demands and monitor progress and 
impact through the development of operational plans 

 

 A proven track record of securing resources to deliver organisational goals  
 

 Significant Financial Management experience and experience of managing 
multiple budgets and resources 

 

 A proven track record of creating an empowering work culture that rewards 
performance and ensures accountability at every level within the organisation 

 

 Strong decision-making skills, including a willingness to confront tough 

management issues when necessary 

 The ability to analyse, solve problems and implement change with a successful 
track record of managing and delivering change 
 

 A demonstrable track record of having managed a team to deliver an 
organisation’s strategic and operational goals 

 

 Exceptional written and verbal communication skills, with the ability to distil 
complex ideas in ways that inspire and engage a diverse range of audiences, 
including through the media 

 

 IT literacy, proficiency with Microsoft Office, including Outlook, Word, Excel and 
PowerPoint 

 

 A full current driving licence and access to a car to meet the travel requirements 
of the job, including occasional travel throughout Northern Ireland and elsewhere. 

 
If we receive a high number of applications, we reserve the right to increase the 
number of competencies that the candidates will have to demonstrate and include 
desirable criteria.   
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The Interview Stage 
 
At interview stage, candidates will also be assessed against the following criteria: 
 

 Commitment to the ethos and values of Cancer Focus NI. 
 

 A high degree of personal and professional credibility to engender trust and inspire 
external stakeholders. 

 

 Credible and confident communications. 
 

 Exemplary interpersonal skills, able to engage people of all levels, backgrounds and 
disciplines, and to communicate effectively with internal and external stakeholders to 
build support for the organisation. 

 

 The ability to think and act strategically, developing practical and creative solutions. 
 

 Experience of building relationships and collaborating with partners. 
 

 High self-motivation, creativity and determination, with the ability to take the initiative 
and problem-solve effectively. 

 

 Tactical awareness and the credibility necessary to operate and communicate at a 
senior level. 

 

 Alignment to the values and ethos of Cancer Focus NI.  
 

 Motivation and resilience to lead the charity. 
 
These will be required and assessed alongside key roles and responsibilities outlined in 
the Job Description and Person Specification. 
 
 
 

Cancer Focus NI’s 
teams use a variety of 
monitoring equipment  
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Monitoring and Criminal Convictions Disclosure 
Please complete the Equal Opportunities Monitoring Form and Criminal Convictions 
Disclosure Form within the main applications.  Neither of these will be disclosed to anyone 
involved in shortlisting your application.   

 
 
 
 

Disability  
In accordance with the Disability Discrimination Act a person is disabled if they have, or 
have had, “a physical or mental impairment which has, or has had, a substantial and long 
term adverse effect on your ability to carry out normal day to day activities”.  
 
If you consider yourself to have a disability relevant to the position for which you are 
applying, please contact Patrick Minne so that we can process your application fairly, 
make any specific arrangements for your interview, and make any necessary reasonable 
adjustments or adaptations, or provide any aids to assist you in completing the duties of 
the post if appointed. 

 
 
 
 

Equal Opportunities 
Cancer Focus NI is an Equal Opportunities Employer and all applications for employment 
are considered strictly on the basis of merit. 

 
 
 
 

Application Process 
The deadline for completed applications is Noon on Monday 3 February 2020. 

 
Please note that we can only accept signed hard-copy applications. 
 
Your completed application should be sent as follows: 
 
Patrick Minne 
Director 
Engage Executive Talent 
31 Bruce Street 
Belfast BT2 7JD 
 
We cannot accept incomplete application forms; application forms received after the 
closing deadline or reformatted application forms. 
 
Applicants using Royal Mail should note that 1st class mail does not guarantee next day 
delivery.  It is the responsibility of the applicant to ensure that sufficient postage has been 
paid, normally a large letter stamp, to return the form. 
 
 
 
 
 

Contact Details 
 
If you have any queries regarding the recruitment process, please contact Engage 
Director, Patrick Minne by e-mail patrick@engageexec.co.uk or phone 028 9024 5356. 
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Guidance notes on completing your application form 
 

 Please complete the application form provided to ensure an equitable recruitment 
process. CVs in lieu of the application form cannot be accepted. 

 

 The application form is designed to ensure that applicants provide the necessary 
information to determine how they meet the requirements of the role and the 
shortlisting criteria. 

 

 You should ensure that ALL sections of the application form are completed. 
 

 You should ensure that you provide evidence of your relevant experience in your 
application form, giving length of experience, examples and dates as required. 

 

 It is not sufficient to simply list your duties and responsibilities or to simply state that 
you meet the criteria as this must be fully demonstrated in response.   

 

 Cancer Focus NI will not make assumptions from the title of the applicant’s post or 
the nature of the organisation as to the skills and experience gained. 

 

 Write down clearly your personal involvement in any experience you quote. Write “I” 
statements e.g. I planned meetings, I managed a budget, I prepared a presentation. 
The panel will be interested in hearing how you actually carried out a piece of work.  

 

 The examples you provide should be concise and relevant to the criteria. This is very 
important as the examples which you provide may be checked out at interview and 
you may need to be prepared to talk about these in detail if you are invited to 
interview. It is your unique role the panel are interested in, not that of your team or 
division. 

 

 If you do not provide sufficient detail, including the appropriate dates needed to meet 
the eligibility criteria, the selection panel will reject your application. 

 

 ONLY the details provided by you in your application form (the employment history 
and eligibility criteria) will be provided to the selection panel for the purpose of 
determining your eligibility for the post. 

 

 The quality of your written English will also be assessed as part of the application 
process.  
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Timeline 
 

 

 
Application forms to be 
submitted 
 

 
Noon on Monday 3 February 2020 

 
First Interview 
 

 
Thursday 6 & Friday 7 February 2020 

 
Second Interview 
 

 
Thursday 13 February 2020 

 
Assessment Centre 
assignment 
 

 
Tuesday 18 February 2020  

 
Final Interview (including a 
seen or unseen task) 
 

 
Tuesday 25 February 2020 
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For information about this pack, contact Engage Executive Talent:  

E: hello@engageexec.co.uk 

T: 028 9024 5356 

W: www.engageexec.co.uk  

A: 31 Bruce Street Belfast BT2 7JD  

 
 
 
 
 
 
 
 
 
 

 

 

 

 

   

For information about the charity: 

E: hello@cancerfocusni.org 

T: 028 9066 3281 

W: www.cancerfocusni.org 

A: 40-44 Eglantine Avenue Belfast BT9 6DX 

 

 
 

 

Charity No. NIC 101307 

 

http://www.cancerfocusni.org/

