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Guidelines for applying.

Dear Applicant,

Re:	Adult Literacy Organiser (Initial Responsibility for Coordinating Regional Literacy)

To help you with your application, you should read the following before completing your form.

We do not accept Curricula Vitae (CV’s).  It is, therefore, important that you fully complete each section of our application form, giving the information requested.  
COMPLETING A COMPETENCY BASED APPLICATION FORM
A Competency Based Application Form requires you, the candidate, to describe some of your personal achievements to-date that demonstrate certain competencies (necessary skills and qualities) required for the position you are applying for. All question areas must be completed. A definition of a skill or quality is given for each competency. You are then asked to describe a situation, from your own experience, which you think is the best example of what YOU have done which demonstrates this skill or quality. It is essential that you describe how YOU demonstrated the skill or quality in question.
You are advised to structure what you write so that you give specific information about what you have done - for example, do not simply say that “X was successful”, describe exactly what you did and how you demonstrated the skill or quality in question. 
For each example please include the following: 
a) the nature of the task, problem or objective; 
b) what you actually did and how you demonstrated the skill or quality (and, where appropriate, the date you demonstrated it) 
c) the outcome or result of the situation and your estimate of the proportion of credit you can claim for the outcome. 
Please do not use the same example to illustrate your answer to more than two skill areas. Please note that, should you be called to interview, the board may look for additional examples of where you demonstrated the skills required for this post.
The closing date for receipt of application forms is Friday 29th July 2022 at 5pm and applications received after this date will not be considered.  

















APPLICATION FOR EMPLOYMENT
PRIVATE AND CONFIDENTIAL

	Position Applied for
	Adult Literacy Organiser (Initial Responsibility for Coordinating Regional Literacy)
	   REF: 
	RLC/2022



Click “Choose an item” to Select the ETB that you would like to apply to: Choose an item.

	Please complete ALL sections of the application form in BLOCK LETTERS using black ink.



	1. Personal details



	Last Name:
	
	First Name:
	



	Address:
	

	
	

	
	



	Eircode:
	

	Email :
	






	 Telephone No. 
	
	Daytime Contact No(if Different).
	









	


Present Occupation	








			









	2.   Education/Qualifications (Most recent qualification first)



	School/College
	From
	To
	Title of Qualification/s
	Year/s of Award
	Level of Qualifications

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	







	    4.  Career To Date (Provide details of your employment and account for any periods you were not in work. For example career break, volunteering or education. Start with your most recent employment)


		From
	To
	Position Held
	Employer
	Duties
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	






		      5.  Role and Function of Adult Literacy Organiser (Initial Responsibility for Coordinating Regional Literacy)

	
A number of key competencies have been identified as being essential for the effective performance of the role and
function of an Adult Literacy Organiser (Initial Responsibility for Coordinating Regional Literacy).
Outline an example in the following areas of how and where you have displayed each of these competencies (no
more than 300 words per competency).


	Note: Please specify using recent examples how you meet the criteria for this position


	Leadership:







	Analysis and Decision Making: 


	Management and Delivery of Results: 


	Interpersonal & Communications Skills:

	Specialist Knowledge, Expertise and Self Development:


	Drive & Commitment to Public Service Values:




	Supporting Statement:


	Continue on a separate sheet if necessary






















	   8. References


Please give details of two referees - to include your most recent employer (not a relative).
All appointments are subject to references satisfactory to the Education and Training Boards (ETBs).

ETBs reserve the right to seek additional or alternative referees, if deemed appropriate.


	1st Referee (With Knowledge of your career)
	2nd Referee

	Name
	
	Name
	

	Address
	
	Address
	

	Occupation
	
	Occupation
	

	Telephone
	
	Telephone
	

	Email
	
	Email 
	



	    9. Declaration



	
I hereby declare that the information given in this 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 relevant ETB for that purpose. This may include enquires from past/present employers. The submission of this application is taken as consent to this.

I understand that should any information prove false or inaccurate, the Education and Training Board reserves the right to withdraw any offer of employment. I understand that in the event of being offered a position, the relevant Education

Information I have submitted is True & Correct




	Signed:
	
	Date:
	

	
	




Once the form is completed, the applicant must email the application form directly to the appropriate ETB. Details are available on https://www.etbi.ie/regional-literacy-coordinator/ 
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