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Surname ___________________________________   
First Names ______________________________________

Address for Correspondence: __________________________________________________________________________
__________________________________________________________________________________________________​​​
Tel: Home_____________________​​​​​​ 

Mobile: ______________________   
Email Address: ______________________________
GENERAL EDUCATION:    Year of Leaving Certificate ________ School Attended: ________________________

	RESULTS OF TOP 5 SUBJECTS IN LEAVING CERTIFICATE OR EQUIVALENT EXAMINATION

	Subject
	Paper Taken

H honours; O ordinary
	Grade Obtained 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


THIRD LEVEL ACADEMIC, PROFESSIONAL OR TECHNICAL QUALIFICATIONS (if any)

	Ó

From
	Go

To
	College Attended
	Examinations Taken –full title of qualification obtained

	
	
	
	


OTHER COURSES / SKILLS / TRAINING / INTERESTS IN SUPPORT OF APPLICATION

	Ó

From
	Go

To
	Examinations Taken – year of examination and result obtained 

	
	
	


EMPLOYMENT HISTORY – COMMENCING WITH MOST RECENT EMPLOYMENT

	Name & Address 

of Employer
	Exact Dates of Employment. Perm/Temp
	Title of Post and Job Description

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Application Form – Key Achievements Section

NB. Please consider carefully the information provided in the Candidate Information Booklet when completing this section of the application form.

In the following section of the application form, we are interested in finding out what you consider to be the key strengths and achievements, which make you particularly suitable for the role of Grade III Clerical Officer in the context of the specific competencies identified for the role. 

Please remember the following general points when completing this section:

· It is important that you answer every question.  

· If you are completing the form in your own handwriting, please ensure that you write your answers neatly and legibly.   

· Each question asks you to describe a specific situation about which you have had experience.  For each section you should write about an example that best describes your experience in relation to the competency mentioned.  

· Be specific about one activity that you do at the moment or have done, rather than writing in general terms. 
· For each question describe the situation, your role and what happened as a result (maximum of 150 words in total).

· It is a good idea to write/type out your answers in rough before you copy the final version on to this application form.  

· Your answers must describe what you have done. 

	1. Teamwork


	Grade III Clerical Officer

Teamwork competencies for this role are as follows:

· Shows respect for colleagues and co-workers

· Develops and maintains good working relationship with others, sharing information and knowledge, as appropriate

· Offers own ideas and perspectives

· Understands own role in the team, making every effort to play his/her part



	This role requires the candidate to work as part of a team. Please give a brief statement of where you have demonstrated this.

	

	Total No of Words (Max 150):



	2. Information Management / Processing



	Grade III Clerical Officer

Information Management/Processing competencies for this role are as follows:

· Approaches and delivers all work in a thorough and organised manner

· Follows procedures and protocols, understanding their value and the rationale behind them

· Keeps high quality records that are easy for others to understand

· Draws appropriate conclusions from information

· Suggests new ways of doing things better and more efficiently

· Is comfortable working with different types of information, e.g. written, numerical, charts, and carries out calculations such as arithmetic, percentages etc



	This role requires the candidate to have excellent planning, organisational and IT Skills.  Please provide a brief statement of where you have demonstrated this.



	

	Total No of Words (Max 150):



	3. Delivery of Results



	Grade III Clerical Officer

Delivery of Results competencies for this role are as follows:

· Takes responsibility for work and sees it through to the appropriate next level

· Completes work in a timely manner

· Adapts quickly to new ways of doing things

· Checks all work thoroughly to ensure it is completed to a high standard and learns from mistakes

· Writes with correct grammar and spelling and draws reasonable conclusions from written instructions

· Identifies and appreciates the urgency and importance of different tasks

· Demonstrates initiative and flexibility in ensuring work is delivered

· Is self-reliant and uses judgment on when to ask manager or colleagues for guidance



	This role requires the candidate to deliver results to a high standard.  Please provide a brief statement of where you have demonstrated this.

	

	Total No of Words (Max 150):


	4. Customer Service and Communication Skills



	Grade III Clerical Officer

Customer Service and Communication Skills competencies for this role are as follows:

· Actively listens to others and tries to understand their perspectives/requirements/needs

· Understands the steps or processes that customers must go through and can clearly explain these

· Is respectful, courteous and professional, remaining composed, even in challenging circumstances

· Can be firm when necessary and communicate with confidence and authority

· Communicates clearly and fluently when speaking and in writing



	This role requires the candidate to communicate effectively at all levels and to provide a quality service and have good customer service skills.  Please provide a brief statement of where you have demonstrated this.

	

	Total No of Words (Max 150):




Galway County Council welcomes applications for job opportunities, from candidates with disabilities. Information in relation to disability is requested in order that appropriate arrangements for an interview can be made if necessary.

Do you have a disability, as per the Disability Act 2005?

	Yes  
	
	No
	


Please give details if you need specific arrangements, should you be called for interview, e.g. Sign language or other necessary arrangements.

____________________________________________________________________________________________________________________________________________________________________________________________

Candidates have the option of undertaking a short 10-minute oral Irish Interview following the main interview for this position. 
	Do you wish to undertake the brief optional oral Irish interview following the main 

interview for the role?
 ( Yes | ( No

It will not be possible to change your mind regarding the optional oral Irish Interview after 
the closing date for receipt of completed applications.

Subject to a satisfactory level of Irish attained at interview, you may be required to
assist Galway County Council in the provision of Irish language services.


REFERENCES:    Give names and addresses of two responsible persons, to whom you are well known but not related (if you are or have been in employment, referees should be existing or former employers) 

	Name: 
	Name:



	Position Held:
	Position Held:



	Address:
	Address:



	
	

	
	

	Contact Tel No: 


	Contact Tel No:

	Nature of Relationship:
	Nature Of Relationship:




If successful, what period of notice are you required to give in your present employment?  ____________________

Before signing this form, please ensure that you have replied fully to all questions.  You should also satisfy yourself that you are eligible under the Qualifications.  The Council cannot undertake to investigate the eligibility of candidates in advance of the interview/examination, and hence persons who are ineligible but nevertheless enter may thus put themselves to unnecessary expense.   Candidates attend for interview at their own expense.

CANDIDATES MAY BE SHORLISTED ON THE BASIS OF INFORMATION SUPPLIED IN THEIR APPLICATION FORM.

DECLARATION

I certify that all particulars in this application are true and correct, to the best of my knowledge and belief.  I am aware that any canvassing by me, or on my behalf, will disqualify me from the position I am seeking and that any employment 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 termination of any employment offered.

Signature of Applicant: _______________________________

Date: __________________________________
The information supplied in this form is held on the understanding of confidence subject to the requirements of the Freedom of Information Act 1997 or other legal requirements.
Application Form Checklist

	Please tick to indicate that you have read and understood the instructions below before submitting your application form.
	· To indicate that you have read, understood & followed each instruction.

	All application forms must be submitted fully completed and inclusive of copies of all declared Educational Qualification Documents and photographic identification. All incomplete applications will be returned as invalid after the closing date and will not be included in the competition.
	

	Please submit your application form inclusive of all other required documentation to hr@galwaycoco.ie as ONE SINGLE document (not individual scanned documents) before the closing date and time.
	

	All information must only be provided on the formal application form. Additional information via Curriculum Vitae will not be considered.  
	

	Ensure that you have answered all questions fully. 
	

	Please submit completed application form and supporting documentation in one email to hr@galwaycoco.ie 
	

	Applications may be short-listed on the basis of the information provided on the application form and therefore you should ensure that you have fully completed your application, and all documentation requested is submitted.
	

	The responsibility rests with the applicant to ensure the application form, in full, along with all requested documentation is received on time.
	

	Please notify the Human Resources Department of any change of address, telephone number or email address.
	


Signed: __________________________________

Date: __________________________




Applicant’s Signature 

�








APPLICATION FORM FOR THE POSITION OF 


CLERICAL OFFICER 


Closing Date: 4pm on Thursday 17th July 2025














Important Notes:





Completed application forms along with copies of declared qualification documents and photographic identification must be submitted by email to � HYPERLINK "mailto:hr@galwaycoco.ie" �hr@galwaycoco.ie� in one email entitled “Clerical Officer Competition”


Please submit your application form inclusive of all other required documentation as ONE SINGLE document (not individual scanned documents) before the closing date and time.


Application forms must be fully completed. CVs will not be considered. 











