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Guidelines on completing and returning the Application Form

Thank you for your interest in working with Carlow County Childcare Committee. Your application must be typed on this application form.  If you do not use this application form your application will not be considered. 

The information submitted on this form will be used to assess your suitability for the position and consequently it is important that it is completed as comprehensively and accurately as possible. All relevant information must be captured on this application form.  Please do not attach your Curriculum Vitae or references to the application form. A brief cover letter should however be submitted along with the application form.  

Shortlisting 

In addition to the advertised essential and desirable criteria it may be necessary to introduce further short listing criteria for a competition. Should this be required applicants will be shortlisted on the basis of qualifications and/or relevant experience based on the details given in the application form.

Closing Date

The form must be returned to this office on or before the published closing date. Late applications will not be considered (Closing date: Friday 4th October, 4pm).
Delivery of application forms

You may deliver your application form in the following ways:-

· Email to chairperson@carlowccc.ie . When you send your application by email we will ask you to sign the application form if and when you are called to interview. 

· Completed application forms sent to any other email addresses will not be included in the recruitment process.

· Post to:  The Chairperson, Carlow County Childcare Committee, Enterprise House, O’Brien Road, Carlow. 
Provisional Interview dates:

Interview date is provisionally set for Thursday 17th October, but this is subject to change.
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APPLICATION FOR THE POST OF 
INFORMATION OFFICER/ADMINISTRATOR 

Please note: The Application Form must be TYPED. Handwritten forms will not be accepted. All questions must be answered. Do not change the question numbers or sequence. Boxes may be expanded as required – please comply with maximum word count requirements. A brief cover letter should be submitted along with this application form. No CV or written reference should accompany this form.
	Position:

	INFORMATION OFFICER/ADMINISTRATOR
 


	Surname:
	

	First Name(s):
	

	Home Address:
	

	Contact Details:
	Work:
Home:

Mobile:

E-mail:

	Do you have an EU PASSPORT OR WORK PERMIT TO WORK IN THE REPUBLIC OF IRELAND?
	yes [   ]

No [   ] please give details


Education and qualifications
	Name and Address of Academic Institution/Awarding Body
	Period of Study
	Award/Qualification Obtained



	
	From:
	To:
	

	
	
	
	


Professional development courses and qualifications

	details of course / Awarding Body
	Period of Study
	Award/Qualification Obtained



	
	From:
	To:
	

	
	
	
	


Present or most recent Employment Position
	Employer 

(name and Address)
	From:
	To:
	nature of employment

(Outline job title, duties and main responsibilities)

	
	
	
	


Employment Record
Please give details of your previous work history beginning with the most recent position 
	Dates 

(From/to)
	Employer 

(name and Address)
	nature of employment

(Outline job title, duties and main responsibilities)
	Reason/s for Leaving

	
	
	
	


Competencies
A number of key competencies have been identified as being essential for the effective performance of the role of Information Officer/Administrator. 

Outline below how and where you have displayed each of these competencies (no more than 250 words per competency). 

Candidates should describe situation/s from their own experience, which they think are the best example/s of what they have done which demonstrates the specific competencies.  The example(s) may be drawn from candidates experience in various settings including their professional, community or voluntary involvement.  
	Specialist knowledge, expertise and self-development



	Teamwork



	Delivery of results



	Information Management and decision making



	Interpersonal and communication skills



	Drive and commitment to improving quality of service delivery




Personal statement:  Please outline briefly why you think you are suitable for appointment, and the particular talents/qualities you bring to this position.
	References:  Please give details of two referees.  At least one referee should be your present or last employer. Appointments are subject to receipt of satisfactory references to Carlow County Childcare Committee.

	Name:
Position:
Address:
Tel No:
E-mail Address:

	Name:
Position:
Address:
Tel No:
E-mail Address:



Please note that any form of canvassing will disqualify your application.

DECLARATION AND SIGNATURE 

· You are required to sign the declaration below certifying that all information you have provided is accurate.

· The Selection Board may wish to check any of the details you have provided. 

· Providing incorrect information or deliberately concealing any relevant facts may result in disqualification from the selection process or, where discovery is made after an appointment, in summary dismissal. 

I declare that the information supplied in this application form is accurate and true.  

Signed    ______________________________________________                              Date  ________________

The closing date for receipt of completed application forms is: Friday 4th October, 4pm.
Completed application form along with a brief cover letter must be sent by email to: 
chairperson@carlowccc.ie or posted to
The Chairperson, Carlow County Childcare Committee, Enterprise House, O’Brien Road, Carlow.

Late applications will not be considered.
