
[image: image1.png]lab

Bord Measunaithe
Diobhalacha Pearsanta
Personal Injuries
Assessment Board




Application Form

Position Applied For:  Higher Executive Officer, Corporate Services  

Notes for Applicants:

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

c) All sections of this form should be completed in full; Curriculum Vitae will not be reviewed as a substitute or in addition to a completed application 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:
Is it convenient to contact you at this number and e-mail address?

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




	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 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. 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 sections, 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 Higher Executive Officer, Corporate Services. 

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.

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 to illustrate your answer repeatedly.

	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:
The ideal candidate for HEO  in Corporate Services will have a third level qualification in a relevant discipline and post qualification experience in  a wide range of areas from Data Protection (DP) and Freedom of Information (FOI) to brand development and social media, smoothly transitioning between very different tasks, work areas, and targets.
The HEO in Corporate Services will:

· Act as the Freedom of Information (FOI Officer) and be a recognised expert and “first port of call” within PIAB on how the legislation applies to the information and records held by the Board, and have sufficient expertise and experience in dealing with FOI requests.
· Advise PIAB management of any steps which they believe are necessary to improve overall compliance with statutory deadlines for processing FOI requests in order to ensure efficient and timely responses to requests;
· The HEO will provide guidance generally within the organisation in relation to the application of FOI/DP legislation and have an appreciation of the implications of new data protection regulations coming into force in 2018.
· Update and maintain existing FOI/DP manuals and advise and support colleagues within PIAB in relation to  changes in relevant policies and procedures, including exemptions and consultation procedures;
· Have experience in developing/implementing plans in the communications and/or media relations areas and/or information management area; 

In the space below, please give examples from your own experience which demonstrates your practical experience of the above areas and working simultaneously on different projects with varying requirements, while maintaining high quality work and delivering  on targets.
______________________________________________________________________________


	 


	2.  Organising and Planning 

The  Higher Executive Officer (HEO) in Corporate Services will be required to organise their time effectively, create their work schedules, prioritise workload, prepare in advance and set realistic timescales to deliver to set time lines.  
In coordinating and implementing best practice, the  successful candidate will be expected to deliver quality work against relevant milestones.
As the person with responsibility for FOI and DP requests  the successful candidate will need to deal with those  requests within tight deadlines. The successful candidate   will maintain up to date and complete information on numbers/type of FOI and DP requests and also maintain information on relevant precedents for similar requests received in the PIAB.
The HEO will also ensure compliance with the Official Languages Act.

The successful candidate will demonstrate  the necessary determination and tenacity to complete high quality work as well as raising performance levels over the short, medium and long term.  The appointed candidate  will s monitor their performance against agreed objectives and measures, dealing promptly and effectively with performance issues. 

In the space below, please give an example of a situation which demonstrates that you possess the above competencies:


	


	3. Working effectively with Others
The successful candidate will demonstrate an ability to work co-operatively within and across PIAB to achieve the PIAB’s goals in a respectful manner.  They   will be expected to foster a collegiate environment and understand and  betolerant of differing needs and viewpoints.
The successful candidate will be required to demonstrate a team and customer-oriented approach to all their work, and to display diplomacy and courtesy when interacting with others even in emotionally charged situations.  
Relevant examples are: 
· Providing guidance on and ensuring that colleagues are up to date on how to handle FOI or DP requests,  
· Making sure there is consistent understanding of   FOI and Data Protection legislation and leaving no ambiguity for the decision-makers as to the nature of records that may be released and what steps should be taken.
· Co-ordinating procurement in liaison with colleagues. 
In the space below, please give examples of a situation(s) which demonstrates the above competency

	

	4. Communication 
Effective communication internally and externally is the ability to communicate with others in a manner that conveys the key messages and is appropriate to the audience. Effective communication will lead to the high quality and accessible service of the Board.

A HEO must show an ability to effectively communicate, both verbally and in writing, with individuals and groups.  
Examples of the requirement here are that thesuccessful candidate will :

· Engage successfully with members of the public or stakeholders;

· Maintain the information regarding FOI on PIAB’s website ensuring that it is up-to date and contains comprehensive and detailed guidance for Claimants, Respondents and the Public; 
· Manage information stands at public events
In the space below, please give an example of a situation(s) which demonstrates that you are competent at the above:


	


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 why you believe your technical skills and experience meet the requirements as outlined in the job description for  Higher Executive Officer, Corporate Services.
	


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 PIAB for that purpose.  This may include enquiries to past/present employers. The submission of this application is taken as consent to this.
Signature:
 ____________________

Date:

____________________ 

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

Please return this completed application form to careers@injuriesboard.ie by 5pm local time on Monday, 20th March 2017
PAGE  

