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COMPLETING PARTS 1 TO 4 OF THE JOB APPLICATION FORM

PART 1 

The information you provide in PART 1 will not be seen either by the interview board or, if shortlisting is necessary, by the shortlisting board.  

PART 2

General Education 

State any qualifications you have obtained. Include any special skills training and any relevant evening classes. Should you be successful at interview, you may be required to produce the original certificates of any qualifications mentioned.
Further Education

State any qualifications you have obtained. Include any special skills training and any relevant evening classes. This is especially important for positions requiring a professional qualification.  Should you be successful at interview, you will be required to produce the original certificates of any qualifications mentioned.

Employment Record Details 
Start with your current/most recent employment and work backwards.  You should also give reasons for any gaps in your employment.


PART 3



Examples of Competencies 

In this section, we ask you to describe some of your personal achievements to date that demonstrate certain competencies, which have been identified as necessary, for the position of Procurement Specialist, Irish Prison Service.
PART 4 

Declaration

You are asked to confirm that all the information you provide is true and accurate. Applicants who are subsequently found to have given false information may be disqualified from this competition or have any offer of assignment withdrawn.
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Procurement Specialist at the Irish Prison Service
 APPLICATION FORM

 Please complete this application form in BLOCK CAPITALS and submit not later than 3.00 pm, Friday, 6 May 2016 to the following email address: candidateregister@irishprisons.ie. 

APPLICATIONS WILL ONLY BE ACCEPTED ON THE OFFICIAL FORM

PART 1
	Name:


	

	Contact Number: 


	

	Contact Email Address:


	


	Applications from persons with disabilities are welcome and information about disability is only requested on the application form in order that appropriate arrangements for an interview can be made if necessary.

	Do you consider that you have a disability?                           Yes:                                        No:
(Please tick as appropriate)


	

	If YES, please give details of the nature of your disability and your requirements, any, to enable us to make appropriate arrangements for this competition:




PART 2

PARTICULARS OF EDUCATION

1.
GENERAL EDUCATION

	Names of Schools attended
	From
	To
	Certificates and Distinctions Obtained

	
	
	
	

	
	
	
	


2.
FURTHER EDUCATION

Academic, Professional or Trade Qualifications

	Course Studied

Please state full name of course
	College Attended
	From
	To
	* Qualification Level

(Please indicate by level only

eg: 7 or 8)
	Please state the awarding body and the full title of the qualification obtained
	Grade obtained, e.g. 2.1, Pass, Credit, Distinction

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


* “Qualification Level” refers to the qualification level in the National Framework of Qualifications as set by the Quality & Qualifications Ireland (QQI) 26/27 Denzille Lane, Dublin 2. (QQI Phone number: +353-1-9058100)

 NFQ Level must be entered, Pass / Honours is not acceptable.
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PART 2 (continued)

EMPLOYMENT RECORD

1. Work experience – commencing with most recent position

	Employer
	From
	To
	Nature of Duties

	
	
	
	


[image: image4.jpg]Irish Prison Service

L

giohis
""M!?‘a




PART 2 (continued)

3.
Work experience – (continued):

	Employer
	From
	To
	Nature of Duties

	
	
	
	


4.
Any other relevant information. 

(Please Note that skills and experience acquired outside of work can SOMETIMES be just as relevant as those gained in work).

Signature of applicant:

                                 Date:

PART 3

Examples of Competencies

In the following section, we ask you to describe some of your personal achievements to date that demonstrate certain competencies, which have been identified as necessary, for the position of Procurement Specialist.  The competencies are indicated in the headings of questions on the following pages.
Please do not use the same example to illustrate your answer to more than 2 questions.

Please note that at interview, the Board may ask a candidate to describe an example where they displayed a particular competency as well as the example set out in the candidate’s application form.    

	1. Team Leadership 


	The Procurement Specialist at the IPS leads his/her team by example, facilitates high performance and is flexible and willing to adapt.  

In the space below, please outline an example where you have demonstrated the competency of Team Leadership.


	

	2.  Drive and Commitment


	The Procurement Specialist at the IPS strives to perform at a high level, demonstrates resilience and upholds high standards of honesty, ethics and integrity.  
In the space below, please outline an example where you have demonstrated the competency of Drive and Commitment.


	


	3. Management and Delivery of Results 


	The Procurement Specialist at the IPS is accountable for the delivery of agreed objectives, successfully manages a range of different projects at the same time, and applies appropriate systems/ processes to enable quality checking of activities . 
In the space below, please outline an example where you have demonstrated the competency of Management and Delivery of Results.


	

	4. Specialist Knowledge

	The Procurement Specialist at the IPS has a breadth and depth of knowledge of procurement issues, possesses a clear understanding of the role’s objectives, and focuses on self-development.  
In the space below, please outline an example where you have demonstrated the competency of Specialist Knowledge. 
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PART 4

DECLARATION
(Before signing this form, please ensure that you have replied fully to all questions asked. You should also satisfy yourself that you are eligible for the competition concerned. Offers of promotion/assignment are subject to verification of candidates eligibility for the position applied for).

I certify that all particulars in this application are true and correct, to the best of my knowledge and belief. 

I authorise the Department of Justice and Equality / Irish Prison Service to obtain information from any educational institutions it considers necessary, in order to verify my educational qualifications.

I am aware that any canvassing, by me, or on my behalf, will disqualify me from the position I am seeking and that any appointment offered to me is dependent upon the information given herein being correct. 

I am aware that false or misleading information or deliberate omissions may result in disqualification from the competition or the withdrawal of any offer of appointment

Signature of Applicant:   __________________   Date:  ________________
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