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Person Specification – Grade III Clerical Officer

	
	ESSENTIAL
	DESIRABLE


	QUALIFICATIONS / EXPERIENCE
	Have obtained at least Grade D3 in five subjects in the Leaving Certificate Examination (higher, 
ordinary, applied or vocational programmes) or  
equivalent. 
                                       or
Have passed an examination at the appropriate  
level within the QQI qualifications framework which can be assessed as being of a comparable 
to Leaving Certificate standard or equivalent i.e.  a full award at Level 5,  or higher 
                                       or 
Have appropriate relevant experience which 
encompasses equivalent skills and expertise
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	Diplomas or Professional Qualifications






Relevant experience in an Education Setting

	SKILLS

	Have the requisite knowledge, skills and competencies to carry out the role. 

Competencies will be informed by best practice Public Appointment Service Competency Framework for the Irish Public Service.  Click HERE

Have a proficiency in Word Processing, Spreadsheets,  Databases etc. 
	It is desirable that candidates hold recognised business/ secretarial qualifications and be proficient in relevant IT packages, particularly in the areas of processing accuracy and presentation.

	COMPETENCIES


	· Team Work.
· Information Management /Processing.
· Delivery of Results.
· Customer Service & Communication Skills.
· Specialist Knowledge, Expertise and Self 
· Development.	
· Drive & Commitment to Public Service Values

	

	OTHER REQUIREMENTS

	Be at least 17 years of age on or before the date of advertisement of the Recruitment Competition.

It may be a requirement of the post that the candidate possesses a competency in Oral Irish.
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