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Application Form 
Role:  Administrative Co-Ordinator
· You can submit your completed application form by emailing it to ipa@consciatalent.com
· Please note that CVs and cover letters are not accepted, will not be considered, and should not be submitted.
· To be considered for this post, candidates must submit a fully completed application form no later than Monday 29th June at 1.00pm.
· Please ensure your application is submitted in full and on time. 
· Candidates are strongly advised to submit their application well in advance of the closing deadline.
· Candidates must clearly demonstrate in their application form how their qualifications and experience meet each of the Essential and (where applicable) Desirable criteria.
Applicant Details
	Applicant Name
	

	Mobile Number 
	

	Email Address
	

	Home Address
	


Employment History 
Include most recent first. Please copy and paste should additional history be required.
	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	

	End Date
	

	Brief Summary of role (Max 200 words – please note only the first 200 words will be considered as part of the application)
	



	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	

	End Date
	

	Brief Summary of role (Max 150 words – please note only the first 150 words will be considered as part of the application)
	



	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	

	End Date
	

	Brief Summary of role (Max 150 words – please note only the first 150 words will be considered as part of the application)
	



	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	

	End Date
	

	Brief Summary of role ((Max 150 words – please note only the first 150 words will be considered as part of the application)
	



	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	

	End Date
	

	Brief Summary of role (Max 150 words – please note only the first 150 words will be considered as part of the application)
	



Educational Qualifications and Training 
Most recent first (Please ensure to include Leaving Certificate or equivalent as per the job specification)
	Qualification
	NFQ Level
	Academic Institution
	Major Subject
	Dates of Study
	Grade Obtained
	Year Conferred

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Personal Statement / Motivation

	Personal Statement - Outline below why you wish to be considered for this post and why you believe your skills, experience and values meet the requirements for the position. (Max 300 words – please note only the first 300 words will be considered as part of the application)

	




Criteria - Evidence of Skills and Experience
For each criterion listed below, please provide a brief example demonstrating how you meet the requirement. Examples should be drawn from your professional experience and clearly outline the skills, knowledge and abilities you applied, as well as the outcome achieved. Please adhere to the word limit for each question, as only words within the stated limit will be considered.
	Administrative Experience Criteria (Max 300 words)

Please demonstrate a minimum 3 years’ experience in an administrative role, with responsibility for a variety of processes and procedures. Please include detail on:
· Name(s) of the organisation(s) where you gained this experience
· Duration of your employment in each role
· Your key administrative responsibilities
· The processes and procedures you were responsible for managing or supporting

	




















	MS Office Skills (Max 200 words)

Please describe your experience using Microsoft Office applications with particular reference to Excel and Powerpoint. Please include detail on:
· Name of the organisation where you gained the experience
· Specific MS Excel functions used
· Specific MS Powerpoint features used

	











	IT Systems Proficiency (Max 200 words)

Please describe your level of proficiency in IT skills, including your experience using virtual/online delivery platforms and software packages. In your response, please include:
· The IT systems, software and applications you have used
· The virtual or online delivery platforms you have experience with
· The context in which you used these tools (eg meetings, training sessions, presentations etc)

	





	Initiative and Team working skills (Max 300 words) 

Please describe how you have demonstrated the ability to work on your own initiative and effectively contribute within a demanding, high volume and flexible team environment. In your response, please include:
· Name(s) of the organisation(s) where you gained this experience
· Examples of situations where you worked independently, took initiative or identified and implemented solutions to challenges
· Examples of working within a team to achieve objectives in a busy, fast paced environment

	








	Customer Service skills: (Max 300 words)

Please describe your experience working in customer-focused environments In your response, please include:
· Name(s) of the organisation(s) where you gained this experience
· The nature of the customer service or customer-facing role 
· The types of customers or service users you supported
· Examples of how you delivered high quality customer service or managed customer queries

	



	Evidence of Experience and Skills – Other Criteria (Max 200 words) 

Please outline any other information from your prior work experience that is relevant to this role and the criteria set out in the candidate booklet. 


	







Membership of Professional Bodies
If applicable
	Professional Body
	Level of Membership 

	
	

	
	

	
	


General Information
	The right to work within the European Union (EU) (Yes/No)
(please refer to “Eligibility to compete’ in the Candidate Booklet)
If you hold a Right to Work Visa, please state what type of Visa you hold:
	[bookmark: Check1][bookmark: Check2]|_|Yes  |_|No









	Reasonable Accommodation
Candidates who indicate that they would like to avail of reasonable accommodations during the interview process will be contacted directly by a member of the Conscia team.

	Please indicate whether you would like to avail of reasonable accommodations by ticking either Yes/No:  	
	[bookmark: Check5][bookmark: Check6]|_| Yes  |_| No



		Irish Language
Candidates who indicate that they are proficient may if called to final interview be required to undergo a test in order to verify their ability to communicate effectively in Irish.  
· Are you proficient in the Irish language? 

· Are you willing to work through Irish?
 
· Would you like to avail of opportunities to improve your Irish language competence

Please list any previous Irish language courses/accreditation undertaken:
	






	
	|_|Yes  |_|No

|_|Yes  |_|No

	
	
|_|Yes  |_|No







Referees
A minimum of two referees are required and must be related to your previous employment. One referee must be your most recent employer. Referees must not be personal (e.g., family member or friend)
	Name
	Organisation and Position Held
	Relationship to you
	Contact Details

	
	
	
	Email:
Phone:

	
	
	
	Email:
Phone: 

	Do you require notification before your referees are contacted? (Yes/No):
	☐ Yes  ☐ No



Application Declaration
I declare that the information provided in this application is, to the best of my knowledge, true, complete and accurate.
I understand that my personal data will be processed for the purposes of recruitment, selection and appointment for this role by the Institute of Public Administration (“IPA”), in accordance with applicable data protection legislation and the relevant recruitment privacy notice(s).
I understand that if any information provided is found to be false, misleading, omitted or incomplete, or if I fail to disclose any matter that may be material to my suitability or ability to undertake the 


duties of the position, this may result in my application being rejected, any offer of employment being withdrawn, or (if appointed) termination of employment.
I also understand that the IPA may verify information provided in my application, including requesting supporting documentation and/or verifying qualifications with the awarding institutions.
	By submitting this application, I confirm that I have read and agree to the above declaration

	Signature
	



	Print Name
	


	Date of Submission
	




For further information on how we use your personal data, please see our privacy notice. 
Please read the information relating to the post you are applying for when completing this application and ensure you have checked your application for grammar and spelling.
Application Form – Administrative Coordinator Institute of Public Administration
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