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Application Form for the role of Finance Administrator (Clerical Officer grade)
(Full-Time, Permanent and/or Specific Purpose)
(Reference number: NDA-CO-0426-04)
In order to be considered for this post, within the National Disability Authority, candidates must submit this completed application form Tuesday 12 May @ 2pm local time. 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.
Please state interest in: (delete as necessary):
[bookmark: _Hlk172792002]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)

	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 examples of your experience demonstrating the essential requirements of the post in the capability areas mentioned below. More information on the capability framework is available at publicjobs.ie  Specific examples should be used to demonstrate your capability. In preparing your response, please:
· Describe your experience and achievements
· Describe your role and the general context
· Detail outcomes and learnings
· Clearly outline your skills, strengths, knowledge and values relevant to the capability and the role
There is a maximum of 300 words for each section. Please note only the first 300 words will be considered as part of the application.





	Building Future Readiness:
According to the capability framework, Building Future Readiness is defined as: Delivering excellent public policy and services requires us to embrace change and innovation. We strive to create an inclusive customer centric strategy and vision that keeps pace with environmental, social, and technological changes.  Adopting an agile and digital-first approach, we will continually upskill, change, and improve how we do things to meet current and future demands.

More information on the capability framework is available at publicjobs.ie. 
Question: Describe a time you had to learn a new process, system, or procedure. Explain the steps you took to build your understanding and how you applied it in your work, while demonstrating your capability to adapt and learn quickly.


	

	Evidence Informed Delivery: 

According to the capability framework, Evidence Informed Delivery is defined as:
Delivering excellent public policy and services requires us to make evidence based and well-informed judgements and decisions, prioritise objectives and effectively manage resources, using relevant information to evaluate the delivered outcome to ensure maximum benefit for the people we serve.

More information on the capability framework is available at publicjobs.ie

Question: Describe a time when you demonstrated the capability of evidence informed delivery to ensure your work was accurate while working to a tight deadline. 
 

	

	Communicating & Collaborating:

According to the capability framework, Communicating and Collaborating is defined as: Delivering excellent public policy and services requires us to work together, build relationships and collaborate enabling a joined up, whole-of-Government approach. Effective engagement and communication with our customers, clients and colleagues will enhance and build trust in our services.

More information on the capability framework is available at publicjobs.ie

Question: Describe a situation when you needed to contact multiple stakeholders to complete a piece of work, demonstrating your capability to coordinate effectively and gather the information required to deliver results.



	




	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 Clerical 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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