[image: Title: NDA Logo - Description: Logo of National Disability Authority]

Application Form for the role of Higher Executive Officer, Research Officer
(Full-Time &/ Part-Time, Permanent &/ Specific Purpose)
 (Reference number: NDA-HEO-1225-02)

In order to be considered for this post, within the National Disability Authority, candidates must submit this completed application form before Friday 16th January 2026 at 2p.m. by email to: recruitment@nda.ie.
applications received after the deadline will not be accepted under any circumstances.
Note: Applicants who anticipate requiring assistance or reasonable accommodation for any part of the application or interview process may contact, in confidence recruitment@nda.ie. 

Please note a cover letter (max 2 pages) is also required.
[bookmark: _Hlk172792002]Please state interest in: (delete as necessary)
Full-time – Yes / No	&/	Part-time - Yes / No
Permanent - Yes / No	&/	Specific Purpose - Yes / No
	1. Personal Details

	Name
	

	Phone Number
	Mobile:
	Home:
	Work:

	Email
	



	2. Educational Qualifications & Training (most recent first)

	Qualification / Award 
	Institution
	Year

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	3. Membership of Professional Bodies (if applicable)

	Professional Body
	Level of Membership
	Year

	
	
	

	
	
	

	
	
	



	4. Employment History (most recent first, add to table if required)

	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	
	End Date
	

	Brief Summary of Role
(Max 300 words – please note only the first 300 words will be considered as part of the application)
	

	
	

	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	
	End Date
	

	Brief Summary of Role
(Max 300 words – please note only the first 300 words will be considered as part of the application)
	

	

	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	
	End Date
	

	Brief Summary of Role
(Max 300 words – please note only the first 300 words will be considered as part of the application)
	



	5. Evidence of Experience

	Provide details of your experience demonstrating the essential requirements of the post in the following capability areas. Specific examples should be used to demonstrate this experience. In preparing your response, please:
· Describe your experience and achievements
· Describe your role and the general context
· Detail outcomes and learnings
(Max 300 words  for each section – please note only the first 300 words will be considered as part of the application)

	Building Future Readiness: Digital Focus, Innovation & Upskilling for the Future
Utilises technology and digital skills to drive efficiencies and support better service delivery
Shows interest and openness to change, innovation and new technology or processes
Willing to try new approaches, seeking support when needed and openly sharing and learning from mistakes
Puts forward innovative ideas, creative solutions or helpful suggestions, no matter how small
Enthusiastic about development opportunities, demonstrating a positive attitude, openness to feedback and willingness to learn
Committed to improving knowledge and skills for the future
Develops specialist expertise in their area, through listening and learning from others


	

	Building Future Readiness:  Strategic Awareness & Change
1. Contributes to the development of policy, strategy and future planning for their area 
2. Works with management to identify links between the broader organisational and departmental strategy and the yearly objectives of their team
3. Keeps up to date with developments relevant to their own area 
4. Considers the wider impact of policies and strategies, including who or what they affect
5. Supports others through change, highlighting the benefits of change, innovation or new technology 
6. Identifies and makes recommendations for change based on their experience and insights 



	

	

Evidence Informed Delivery: Delivering Excellence
1. Manages, plans and prioritises workload to ensure targets and deadlines are met
2. Works in a systematic, organised and efficient manner
3. Uses their time effectively, seeking additional work or volunteering to support others during quiet periods
4. Maintains a focus on quality, accuracy and attention to detail, even when completing routine tasks
5. Delivers high quality and professional customer service
6. Actively seeks support, checks and reviews their work to ensure high standards
7. Takes ownership and responsibility over work, strives to become self-sufficient in their area of responsibility
8. Gets up to speed with new tasks or roles at an appropriate pace and asks questions to ensure correct understanding
9. Flexible, agile and resilient in the face of challenges or changing demands, maintaining a ‘can-do’ attitude and seeking support as necessary


	

	

Handling Information, Problems & Decisions
1. Ability to gather, understand and work with information from a range of different sources
2. Handles all information and data carefully, particularly when dealing with sensitive or confidential matters
3. Checks, processes, and interprets information and data, in an accurate and timely manner
4. Identifies and solves problems in an effective and efficient manner, with support
5. Understands when to escalate issues, sharing all relevant information and working with others to find a solution
6. Makes good judgements and decisions, considering the available information and following the relevant procedures or protocol
7. Makes appropriate and timely decisions on matters within own remit, seeking support and referring decisions upward, where necessary


	

	[bookmark: _Hlk216102645]

Leading and Empowering: Leading with Specialist Insight

1. Demonstrates a high degree of specialist expertise and knowledge in their area.
2. Committed to Continuous Professional Development, engaging in relevant courses, conferences, and activities to keep knowledge up to date.
3. Leads and advocates in their area of expertise, through openly sharing insights, knowledge, evidence, and rationale.
4. Creates opportunities to share and transfer knowledge.
5. Capable of describing technical terms in an easily understandable manner.
6. Capable of working independently, as well as with their team and with other areas or functions.
7. Has a clear understanding of what work needs to be done and how to do it, with the ability to self-motivate, setting own goals and targets. 


	

	Leading and Empowering: Leading and Empowering.
1. Motivates high performance by providing recognition, guidance, coaching and regular feedback.
2. Effectively utilises both formal and informal performance management techniques.
3. Understands team members strengths and development needs and allocates work appropriately, ensuring all members have exposure to developmental opportunities.
4. Empowers their team, encourages autonomy, values others’ input or opinions, and delegates tasks with trust.
5. Creates an inclusive, safe, and open team environment.
6. Leads with integrity, honesty, and accountability. 
7. Prioritises wellbeing for self and others, showing consideration, empathy, and support.
8. Demonstrates good self-awareness and ability to manage own emotions and behaviour, particularly in challenging situations.


	

	Communicating and Collaborating: Communicating and Influencing
1. Communicates and presents in a clear, professional, and engaging manner, across verbal, digital, and written communications.
2. Shares the appropriate level of detail and presents relevant information or data in an accessible and understandable format.
3. Demonstrates understanding of own communication approach, adjusting style as appropriate for the audience.
4. Prioritises diversity and makes an active effort to involve and listen to different people and perspectives.
5. Tactfully influences and persuades others and considers compromise when necessary.
6. Style of influencing, negotiating, and managing conflict is appropriate and respectful at all times.
7. Approaches difficult discussions, questions or negotiations with consideration, composure, and sensitivity.



	

	Communicating and Collaborating: Engaging and Collaborating
1. Builds useful networks within and outside of the Organisation or Department.
2. Prioritises engaging and consulting with relevant stakeholders.
3. Promotes and engages in collaboration, cross-functional and teamwork, creating opportunities to work together where relevant.
4. Utilises interpersonal skills to build positive and effective working relationships, even in a blended or hybrid environment.
5. Keeps their team, colleagues, and manager appropriately informed, involved and updated.



	

	Drive & Commitment to Public Service Values
1. Strives to perform at a high level, investing significant energy to achieve agreed objectives
2. Demonstrates resilience in the face of challenging circumstances and high demands
3. Is personally trustworthy and can be relied upon
4. Ensures that customers are at the heart of all services provided
5. 5.	Upholds high standards of honesty, ethics and integrity

	



	6. General Information 

	Are there any restrictions on your right to work in Ireland? State Yes or No. If yes, please provide details.
	

	What length of notice is required in your current position?
	



	7. Referees (Minimum of two required)

	Note:
One referee must be from your current employer and the other your most recent employer.
We will not contact your referees without your prior consent.

	Name / Position 
	Nature of Relationship
	Phone Number
	E-mail Address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	8. Declaration

	By submitting this completed form for the role of Higher Executive Officer with the National Disability Authority, you are confirming that all information provided in this application is true and correct. Please be aware that should any of the information provided in this application be found to be false, misleading or inaccurate in any material way, the National Disability Authority reserves the right to withdraw any offer of employment made to you or, if you have already commenced employment when this is discovered, to terminate your employment.

	Name
	

	Date of Submission
	



	Where did you see this job advertisement?

	NDA website
	

	LinkedIn
	

	Publicjobs.ie
	

	Irishjobs.ie
	

	Other, please specify
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