

Application Form

Position Applied For: Communications Manager (Assistant Principal Grade)
Notes for Applicants:

a) Please complete each section of the form, typed application forms would be preferred
b) All information will be treated in the strictest confidence.

c) All sections of this form should be completed in full. Curriculum Vitae will not be reviewed either as a substitute or in addition to this form. 

d) Candidates who do not demonstrate the required technical competence as detailed in the job description and Part 1 of the Competency Assessment section of this application form will not be progressed further for consideration.

e) Candidates should note that the information in the application form will play a central part of the short listing process. The decision to include you on the short-list of candidates going forward to the next stage of the process will be determined based on the information you supply at this stage. The information may be discussed in more depth, should you be called to interview.
	Personal Details 

Name: 

Address

Day Time Contact Number:

Email address:

Are there any restrictions on your right to work in this country?

   Where did you hear about this position?




	Academic, Professional or Technical Qualifications: 

	Date obtained and full title of Qualification/Degree(s) held


	Subjects taken in final examination:
	University, College or Examining Authority 

and 

Grade Obtained (e.g. 1,2.1, 2.2, Pass, etc.)

	
	
	

	
	
	

	
	
	


Please detail below, in date order (starting with your current role), 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. You may add new records as required

	Employment Record 

	Name and address of employer 



	Title of position held:
	

	Dates of employment:
	From:                To:

	Description of main responsibilities :



	Employment Record 

	Name and address of employer 



	Title of position held:
	

	Dates of employment:
	From:                To:

	Description of main responsibilities :




COMPETENCY ASSESSMENT

In the following section, you are asked to describe some of your personal achievements to date that demonstrate certain skills and abilities which have been identified as necessary for the position of Communications Manager . 

In the spaces below, briefly set out what you consider to be a good example of how you demonstrated your ability in each of the areas 1 to 4.  Your example should include a brief description of the nature of the task/problem which demonstrated the skill required and the outcome achieved.

You should structure your answers under the various sections on the page ensuring that you provide specific information about what you have achieved.

Please try not to use the same example repeatedly to illustrate your answers.
	1. Technical Skills relevant to role:
Please note, that candidates who do not demonstrate the required experience in this section, will not be progressed further:
As Communications Manager you will ideally have a minimum of 5 years’ experience in a senior role as a communications professional, you may among other duties as prescribed in the job description take responsibility for:

· The implementation and management of the Board’s communications and marketing programme to develop a consistent brand voice for all communications

· Leading the strategic and tactical communications of the Board to include: print & radio advertising; digital and social media, and any other format deemed necessary by the Board

· The development and implementation of the Board’s public information/awareness programmes including calendar of PR/Public Affairs activity to support the priorities of the organisation

· The development of a stakeholder management strategy and identifying and mapping all relevant stakeholders

In the space below, please give examples from you own experience which demonstrates your practical experience and knowledge to be able to discharge all the functions as detailed above.
________________________________________________________________________



	

	2. Management and Delivery of Results 
As Communications Manager you may be required to:
· Take responsibility for Media management/monitoring, and Public Relations including implementation of press/media/information strategy  

· Manage the delivery of services from third party providers including PR,  Advertising, Print & Design companies

· Develop the Board’s internal library/repository of key information and data
· Look critically at issues to identify suggestions for process improvements
· Effectively manage multiple projects and anticipate potential problems putting contingency plans in place.

In the space below, please give examples from you own experience which demonstrate your practical experience of delivering results within strict deadlines while maintaining a focus on quality of work.




	3 Analysis and Decision Making 
As Communications Manager you may be required to:
· Assist in the development and management of the Board’s internal communications function 

· Participate in the development of Corporate Strategy including the co-ordination of Strategic Plans, Business Plans and Annual Reports.

· Undertake research to evaluate marketing and communications activities and monitor emerging issues

In the space below, please give examples from you own experience which demonstrate your practical experience of the above


	


	4.  Interpersonal and Communication Skills 
As Communications Manager you will:
· Interpret and implement policies and procedures to meet the Board’s communications objectives

· Develop, implement and review publications to ensure clear and consistent communications

· Engage effectively with a range of stakeholders on behalf of the Board

In the space below, please give examples from you own experience which demonstrates your practical experience of this competency.



	


5.) Please provide below a short (i.e. no more than 500 words) cover letter/personal statement outlining why you wish to be considered for the post and where you believe your technical skills and experience meet the requirements as outlined in the job description for the position of Communications Manager .

	


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, experience, absence rates, qualifications and character and for the release by other people or organisations of such information as may be necessary to the Injuries Board for that purpose.  This may include enquiries to past/present employers. The submission of this application is taken as consent to this.

Signature:
 ____________________

Date:

____________________ 

InjuriesBoard.ie is an equal opportunities employer and welcomes applications from people with disabilities. 

Please return this completed application form with the email subject title “Communications Manager– Assistant Principal April 2016’ : careers@injuriesboard.ie  by 5pm on Friday, 15th April 2016. If you application is not acknowledged within 24 hours (Monday to Friday) please contact Michelle Cranny Human Resources Manager on 01 463 45 52
PAGE  

