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Competition for Assignment to the post of Clerical Officer (Corporate Services and Secretarial) in the Law Reform Commission 
Candidates should complete section A and B of the Application Form and forward it to Bríd Rogers, Head of HR and Corporate Services, Law Reform Commission by email to recruitment@lawreform.ie 
The closing date for receipt of applications is 12.00 noon on Friday 6th March 2020.
Applications will not be accepted after that date and time.
Section A
First Name:

________________________________________________

Surname: 

________________________________________________

Address:

________________________________________________

________________________________________________

________________________________________________

Telephone:      
Home: __________________   Mobile : __________________

Highest Qualification: _______________________________________________

Section B

You must ensure that all sections of this application form are completed in full. It will be provided to the Interview Board. Please type or write clearly using black ink.
1. General Education
	Examinations
	Year
	School/College
	Results obtained



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


 2. Academic, Professional or Technical Qualifications
	Year of qualification
	Title of Qualification
	Grade obtained
	Subjects in final exam
	University, College, Examining Authority

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3. Employment Record:  

Give below, in date order (starting with your current employer), full particulars of all employment (including any periods of unemployment) between the date of leaving school or college and the present date.  No period between these dates should be unaccounted for.  If it is necessary to continue on a separate sheet, please set the information out in the same manner as below.  

Where the grade status is not clearly given it will be assumed that the post held is a temporary one.

	Date from and date to 


	Title of post held, short description of duties, 
(Temporary/Permanent)

(Full Time/Part Time)
	Name and address of employer

	
	
	

	Reason for leaving:



	
	
	

	Reason for leaving:



	
	
	

	Reason for leaving:




4.  Knowledge and Experience of relevance 
Demonstrate, using specific examples/achievements from your career, etc., that you possess or have the capacity to acquire the qualities, skills and knowledge outlined in the booklet. You should not exceed 350 words per box. 
	Personal Statement: 
Please set out the reasons for your candidacy and the qualities and attributes you would bring to the role.  This should refer to your own experience, skills and attributes relevant to the role of Clerical Officer. 

	


5.  Competencies  

Having read the competencies and thought about the demands of the role, for each of the areas below, please briefly (max 250 words for each) highlight specific achievements, contributions or expertise you have developed during your career to date which clearly demonstrate your suitability to meet the challenges of this role.

	Team Work

	

	Information Management/Processing   

	

	Delivery of Results  

	

	Customer Service and Communication Skills 

	

	Specialist Knowledge, Expertise and Self-Development

	

	Drive and Commitment to Public Service Values 

	


6.  Please supply details of two referees. Referees will only be contacted if selected for appointment.
 (Your current employer will not be contacted by us without your prior consent) 
	Name
	Address
	Contact Details



	
	
	

	
	
	


I hereby declare that the information given in sections A and B of this Application Form is correct and give my permission for enquiries to be made to establish such matters as qualifications, experience and character and for the release by other people or organisations of such information as may be necessary to the Law Reform Commission for that purpose.     

Signature:  __________________

Date:  _____________________

THE PERSONAL DATA SUPPLIED BY YOU ON THIS FORM WILL BE STORED ELECTRONICALLY AND WILL BE USED ONLY FOR THE PURPOSES PROVIDED FOR UNDER THE DATA PROTECTION ACTS 1988 TO 2018.
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