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Galway City Council
Comhairle Cathrach na Gaillimhe

				 
APPLICATION BOOKLET FOR THE 
FOR THE POSITION OF 
CLERICAL OFFICER 


Completed Applications including both Section 1 and Section 2 should be 
posted / delivered to:

HUMAN RESOURCES DEPARTMENT,
Galway City Council, 
City Hall, 
College Road, 
Galway.
H91 X4K8

	Application form inclusive of all other required documentation may also be emailed to recruitment@galwaycity.ie as ONE SINGLE PDF or WORD document (not individually scanned documents). Please ensure to populate the subject bar with ‘Clerical Officer (Grade lll) - Application Form’. 

	CLOSING DATE FOR RECEIPT OF COMPLETED APPLICATIONS:	
	
	4.00 P.M on Tuesday 7th February 2023  



IMPORTANT CHECKLIST

	Please check the following points before sending this form:  

· All application forms must be submitted, fully completed (i.e Section 1 & Section 2) and inclusive of all the requested documentation by 4.00 pm on Tuesday 7th February 2023. All incomplete applications will be returned as invalid after the closing date and will not be included in the competition.

· All information must only be provided on the formal application form. Additional information via Curriculum Vitae will not be considered.  

· Ensure that your application form is completed in typed format and you have answered all questions fully.  

· Email Applications:  The completed application form, along with scanned copies of relevant Educational Qualifications must be submitted via email to recruitment@galwaycity.ie  as ONE SINGLE document (not individually scanned documents) by 4.00 pm on Tuesday 7th February 2023. Please ensure subject bar of email states “Clerical Officer (Grade III) Application Form”

· Postal/Delivered Applications:  The completed application form can be submitted by post/delivered and must include 4 Copies i.e. 1 original & 3 copies of the application form, along with 4 copies of relevant Educational Qualifications must be submitted by 4.00 pm on Tuesday 7th February 2023
· Original certificates will be required prior to any appointment.  Applications submitted that do not meet the requirements as outlined will be deemed invalid, will be returned to the candidate and will NOT included in the next stage of competition.

· Please note that a previous submission of relevant Education Qualifications and Driving Licence to this office will not suffice as fulfilling the current application requirements.   

· Applications will be short-listed on the basis of the information provided on the application form and therefore you should ensure that you have fully completed your application and all documentation requested is submitted.

· Candidates should allow sufficient time to ensure delivery is not later than the latest time for acceptance.  The responsibility rests with the applicant to ensure the application form, in full, is received on time by the Human Resources Department, Galway City Council.  

· Please notify the Human Resources Department of any change of address.  Please ensure that you include a current valid contact number and current email address on your application form.

· Claims that any application form or letter relating to it has been lost or delayed in the post will not be considered unless a Post Office Certificate of posting is produced in support of such claims.  The responsibility to make contact with An Post regarding any delays rests with the applicant.





	
For Official Use Only:   Reference Number:    _________________
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APPLICATION FOR THE POST OF CLERICAL OFFICER 
Section 1
_____________________________________________________
Applicant Personal Details:

	Surname:



	Forename (s):	


	Address for Correspondence Purposes (including Eircode):






	Home Telephone Number
	

	Work Telephone Number
	

	Mobile Number
	

	Email Address
	




Do you require any special facilities/arrangements for interview?
(If yes, please specify below)  
	








REFERENCES:
Please name two responsible persons, as referees, to whom you are well known but not related (at least one of the referees should be an existing or former employer).  Galway City Council will assume permission to contact referees unless the applicant has stated otherwise.

Please include Name, Job Title, Company/Organisation, Contact Details including email address if available for each Referee in the boxes below.

	Reference 1.












	Reference 2.






If successful, what period of notice are you required to give in your present employment: 
	






Please indicate where you learned about this job vacancy. 
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APPLICATION FOR THE POST OF CLERICAL OFFICER 
Section 2 
_____________________________________________________________________________
PARTICULARS OF EDUCATION
GENERAL EDUCATION:
	Dates 
	School Attended
	Examinations Taken
	Results Obtained

	From
	To
	
	
	

	









	





	
	




ACADEMIC, PROFESSIONAL OR TECHNICAL QUALIFICATIONS (if any):
	Dates 
	College/University 
Attended
	Full Title of Degrees,
Qualifications, held
	Date Qualification
Was Awarded
	Subjects in Final 
Exams

	From
	To
	
	
	
	

	



	
	
	
	



RELEVANT TRAINING COURSES UNDERTAKEN:

	








EMPLOYMENT HISTORY:
In sequence starting with your current or most recent job.  Additional sheets, in this format, may be used, if required.  It is not sufficient to refer to another application.  Please note that applicants will be shortlisted on the basis of the information provided on this application form only.  
CURRENT POSITION
	Employers Name &
Address
	

	Nature of Business
	
	Date Started
	

	Grade/Position 
Held
	
	Reason For Leaving 
	

	Description of Duties & Responsibilities 
























PREVIOUS POSITIONS: 
	Employers Name &
Address
	

	Nature of Business
	
	Dates From - To
	

	Grade/Position 
Held
	
	Reason For Leaving 
	

	Description of Duties & Responsibilities 










	Employers Name &
Address
	

	Nature of Business
	
	Date From – To
	

	Grade/Position 
Held
	
	Reason For Leaving 
	

	Description of Duties & Responsibilities 













	Employers Name &
Address
	

	Nature of Business
	
	Date From – To
	

	Grade/Position 
Held
	
	Reason For Leaving 
	

	Description of Duties & Responsibilities 










	Employers Name &
Address
	

	Nature of Business
	
	Date From - To
	

	Grade/Position 
Held
	
	Reason For Leaving 
	

	Description of Duties & Responsibilities 














EXPERIENCE: RANGE & DEPTH 

On Page 7 of the Information Booklet, the key competencies for the position of Clerical Officer are detailed.  For each of the four competencies listed below, please outline a recent example, which clearly demonstrates your capacity in this regard.  Each example should highlight your specific role, how you demonstrated the particular competency, the outcome and how it shows your suitability to meet the challenges of a post at this level.

· Planning & Organising Work 
· Communicating Effectively including Customer Focus 
· Team Working 
· Personal Effectiveness 

Please limit each example to 250 words.  You will be shortlisted on the information you supply.

· Planning & Organising Work 
	



















· Communicating Effectively including Customer Focus 
	
















· Team Working 
	

























· Personal Effectiveness 
	




























Please indicate any particular experience and/or achievements you hold which you consider relevant to your application for this position:
	


































Please indicate your interests, hobbies or other leisure activities, in which you participate:
	












IMPORTANT NOTES
· You should ensure that you have completed the application form in full  and fulfilled the requirements set out in the attached Checklist- Please see attached Checklist (page 2).  Please include all of the requested documentation and ensure that your application is received by Galway City Council no later 4.00 pm on Tuesday 7th February 2023. All incomplete applications will be returned as invalid after the closing date and will not be included in the competition.

· Candidates should allow sufficient time to ensure delivery not later than the latest date for acceptance.

· You should satisfy yourself that you are eligible under the criteria set out for the position.  The Council cannot undertake to investigate the eligibility of candidates in advance of the interview, and hence persons who are ineligible, but nevertheless enter, may thus put themselves to unnecessary expense.  Candidates attend for interview at their own expense.

· Applications will be short-listed on the basis of the information provided on the application form. 

· Please note that canvassing by, or on behalf of applicants, will disqualify them from the competition.

· The information supplied in this form is held on the understanding of confidence, subject to the requirement of the Freedom of Information Act 1997, General Data Protection Regulations or other legal requirements.
Declaration:
I hereby declare that I have complied with all the requirements on the attached Checklist and all the particulars furnished in connection with this application are true, and that I am aware of the qualifications and particulars for this position.  I understand that I may be required to submit original documentary evidence in support of any particulars given by me on my Application Form.  I understand that any false or misleading information submitted by me will render me liable to automatic disqualification or render me liable to dismissal, if employed.


Name of Applicant: 							

Date: 				
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