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APPLICATION FORM FOR CANDIDATES

PLEASE READ CAREFULLY BEFORE APPLYING



POST:

SPECIAL NEEDS ASSISTANT - 1 X 16 HR POST


     LOCATION:          FINN VALLEY COLLEGE, STRANORLAR
                                            



CAPACITY:   
FIXED TERM





REF


DS/SNA/FVC/17
	Closing Date:     

Friday 25th August, 2017


Donegal Education and Training Board, Ard O’Donnell,

Letterkenny, Co. Donegal
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Guidance Notes for the Completion of Job Application Form

GENERAL

Your application will be assessed on the information you submit on the official application form.  Therefore, it is important that it is completed as fully and as comprehensively as possible.

The application form must be either (a) typed or (b) completed in BLOCK CAPITALS using black ink (to facilitate copy quality). 
All information must be set out on the official application form. If required, additional pages of these forms may be used.  ADDITIONAL CVs WILL NOT  BE ACCEPTED.  An electronic version of the official application form is available on our website www.donegaletb.ie

Candidates who send their applications by post should use the correct value of postage stamps and allow sufficient time to ensure delivery not later than the latest time of acceptance, where applicable.   Claims that any application form has been lost or delayed in the post will not be considered, unless applicants have a Post Office Certificate of Posting in support of such claims. When submitting your application form, you must forward all parts to the Human Resources Division, Donegal ETB, Ard O’Donnell, Letterkenny, Co. Donegal.

You must ensure that your application gives clear evidence of your knowledge, skills and experience.  Please read the application form carefully.  Your form should be written in a concise, well-organised and positive way.  When completed, read through your application form carefully and check that each section has been filled in.  Should short-listing apply, only the information contained in the application form will be considered.

Donegal Education & Training Board is an Equal Opportunities Employer and welcomes applications from all the community. Our aim is to ensure that no job applicant or employee receives less favourable treatment on the grounds of racial origin, gender, marital status, family status, age, disability, religious beliefs, sexual orientation or membership of the travelling community.

GUIDELINES FOR COMPLETING PARTS 1 TO 4 OF THE APPLICATION FORM

PART 1 

The information you provide in Part 1 of the Application Form will not be made available to either the interview board or, where shortlisting is necessary, to the shortlisting board.

Q.4 
Must be completed by applicants who are not citizens of a member state of the European Economic Area (EEA).  The EEA comprises of Member States of the European Union i.e. Austria, Belgium, Cyprus, Czech Republic, Denmark, Estonia, Finland, France, Germany, Greece, Hungary, Ireland, Italy, Latvia, Lithuania, Luxembourg, Malta, Netherlands, Poland, Portugal, Slovakia, Slovenia, Spain, Sweden.

PART 2

General (Primary/ Second Level) Education 

State any qualifications you have obtained. Should you be successful at interview, you will be required to produce the original certificates of any qualifications listed.

Further/ Third Level Education – Please give details of any relevant courses your have undertaken.
Employment Record Details - Start with your current/most recent employer and work retrospectively.  You should also give reasons for any gaps in your employment.  

Work Experience - Please consider the selection criteria listed in the job specification – the knowledge and skills required for the job before answering this section. Provide evidence that you possess the criteria required – be specific and give examples. 

PART 3  

Personal Disclosure Form – You are asked to confirm that nothing within your personal or professional background deems you unsuitable for employment with Donegal Education & Training Board. Recommended applicants will be required to complete a Garda Vetting Enquiry Form to enable a vetting check by the Garda Vetting Unit. Please note that failure to disclose information in this regard will render any offer of employment invalid.

PART 4

Declaration – You are asked to confirm that all the information you provide is true and accurate. Applicants who are subsequently found to have given false information may be disqualified from this competition or have any offer of employment withdrawn.

Please send completed applications to: 

Human Resources Division, Donegal ETB Administrative Offices,

Ard O’Donnell, Letterkenny, Co. Donegal.
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PART 1


POST:

SPECIAL NEEDS ASSISTANT - 1 X 16 HR POST


     LOCATION:          FINN VALLEY COLLEGE, STRANORLAR
                                            



CAPACITY:   
FIXED TERM





REF


DS/SNA/FVC/17
	The application form must be either

(a) typed, or (b) completed in BLOCK CAPITALS in BLACK INK





1. Mr/Ms/Mrs: 
     Surname:                                          First name(s):
Name on Birth Certificate:


(if different from above)  


2.
Home Address 1:



Home Address 2:

 

      
Home Address 3:
3.
Contact Information
     

	Mobile No.
	
	Tel: (home)
	
	Tel: (work)
	

	
	
	
	
	
	

	Email:
	
	
	


4.

	a) Are you an Irish Citizen?
	Yes
	
	No
	

	b) Are you a citizen of a member state of the European Economic Area (EEA)?
	Yes
	
	No
	


If you answered “No” to (a) and (b) above you must enclose evidence of legal residency in the state with this application form,  i.e. a  Certificate of Registration issued by the Garda National Immigration Bureau and/or a Passport endorsed with the appropriate permission to remain in the state.
5. Please name at least two responsible persons, to whom you are well known but not related, from whom  Donegal ETB can request references on your behalf. 

	Name:
	1.
	2.

	Position:
	
	

	Address:


	
	

	Email:
	
	

	Telephone (work):
	
	

	Telephone (other):
	
	

	Mobile:*
	
	


* Please supply mobile contact telephone number where possible

PART 1 (continued)
6.
Driving Licence 

Do you possess a full unendorsed driving license?
Yes                 No                 
Category

7.
Languages


Knowledge/Level of Irish:( ( )                                Good
          Fair 

 Not good
      

Please note:
 “good” means being capable of performing the duties of office through the medium of Irish

Language of Preference: Donegal ETB through it’s Schemes in accordance with Section 11 of the Official Languages Act 2003, is committed to affording applicants the opportunity to be interviewed in their official language of choice either Irish or English. Please indicate your preference by ticking the appropriate box below. Interviews in respect of schools and centres operating wholly through the medium of Irish will be conducted through Irish.


Language of Preference:  ( ( )                              Irish 

English     

8.
Applications from persons with disabilities are welcome and information about disability is only requested on the application form in order that appropriate arrangements for an interview can be made, if necessary.


(i)
Do you consider that you have a disability?     Yes

                  No   

(ii)  If YES, please give details of the nature of your disability and your requirements, if any, to enable us to make appropriate arrangements for this competition:






9. Work Location - To be completed only by existing employees of Donegal ETB
	School/College/Centre:


	

	Address:


	

	Payroll no:
	
	Fixed term

w.e.f. (date)
	
	Permanent

w.e.f. (date)
	

	Date of Appointment:
	
	Current Grade:

If applicable
	
	Acting Grade:

If applicable
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PART 2



POST:

SPECIAL NEEDS ASSISTANT - 1 X 16 HR POST


     LOCATION:          FINN VALLEY COLLEGE, STRANORLAR
                                            



CAPACITY:   
FIXED TERM





REF


DS/SNA/FVC/17
	The application form must be either

(a) typed, or (b) completed in BLOCK CAPITALS in BLACK INK





FULL NAME (Block Capitals): 
PART 2:   PARTICULARS OF EDUCATION/QUALIFICATIONS/EXPERIENCE

Education Section – (most recent first)

Candidates should give full details of second and third level education qualifications.

Third Level Education:

	School, College, University or Examining Authority
	Qualification Obtained
Insert FETAC Level
	Year Qualified
	Subjects /Modules
	Grade Obtained (e.g. (Pass/Honours)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


PART 2 (continued)

Post Primary Level –

Junior Certificate/GCSE/Leaving Certificate or Equivalent Qualification Results:     
Year Obtained:   ___________

	Subject

	Honours/Pass
	Grade Achieved

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SNA/Childcare/Pre Nursing or any courses relevant to the post.

	Name of School/ College
	Course Title
	Date From
	Date To
	Grade 
Obtained/QQI level
	Certified By:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Employment Section – Give particulars of previous employment (most recent first).

Please describe in particular duties and experience which are relevant to the position of Special Needs Assistants as outlined in the Job Description/ Person Specification
	Employer Name and Address
	Title of Post 


	From (Month, Year)
	To (Month, Year)
	Specify No. of Hours per week
	Specify No. of Weeks per year

	
	
	
	
	
	

	Brief Description of Duties



	Reason for Leaving


	Employer Name and Address
	Title of Post 


	From (Month, Year)
	To (Month, Year)
	Specify No. of Hours per week
	Specify No. of Weeks per year

	
	
	
	
	
	

	Brief Description of Duties



	Reason for Leaving


	Employer Name and Address
	Title of Post 


	From (Month, Year)
	To (Month, Year)
	Specify No. of Hours per week
	Specify No. of Weeks per year

	
	
	
	
	
	

	Brief Description of Duties



	Reason for Leaving



Application Form – Key Achievements Section

NB. Please consider carefully the information provided in the Job Description /Competencies – Effective Performance Indicators before completing this section

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 
Special Needs Assistant in the context of the specific competencies identified for the role. 
The information you provide will form part of a short-listing process and will also be used to help structure your interview, if you are invited to one.  In this instance the interview board will question you about the information you provide, with particular reference to the actions you took and your reasoning for doing so.  More focus may be given during the interview (if you are invited to one) to the area of Specialist Knowledge, Expertise and Self Development.  

	1. Communication & Customer Focus


	Special Needs Assistant
· Communicates clearly when speaking and writing.
· Ability to demonstrate good inter-personal skills to communicate with a range of people.
· Adjusts Communication style to the situation or person.
· Demonstrated knowledge of procedures and customer standards within own area, and ensures that they are maintained in day to day service delivery.

· Presents a positive image to the customers.

· Able to recognise when the student is under pressure or vulnerable and respond appropriately – is tactful and diplomatic.
· Presents appropriate information in a clear and concise manner, both written and oral.

· Checks own understanding and that of others.


1(a)  Describe one specific example that illustrates your competency (relevant to this role)
briefly describing the background/nature of the task, problem, objective, what you did and the  outcome. 
	


	2. Planning, Organisation & Teamwork


	Special Needs Assistant
· Effectively prioritise, is able to organise work to meet designated deadlines.

· Carries out activities in an orderly and well –structured manner and pays attention to detail.
· Plans and prioritises work in terms of importance reprioritising in light of changing circumstances.
· When competing priorities exist, will seek direction from more senior colleague.

· Checks all work thoroughly to ensure it is completed to a high standard
· Demonstrates attention to detail and accuracy in approach, strives to meet performance standards.

· Respects and values differing viewpoints.

· Willingly works towards team/shared goals.

· Encourages other team members by recognising their individual contribution.

· Actively takes part in team tasks in the workplace.




2(a)  Describe one specific example that illustrates your competency (relevant to this role)
briefly describing the background/nature of the task, problem, objective, what you did and the  outcome. 
	


	3. Goal Setting & Flexibility


	Special  Needs Assistant
· Adapts quickly to new ways of doing things

· Takes responsibility for work and sees it through to the appropriate next level
· Knows what decisions they can make in relation to their job and makes them.
· Is flexible and responsive to changing work priorities and issues.

· Shows a willingness to try out new ways of working.

· Adjusts own working style to fit different situations.

· Willingly changes work routines or patterns.

· Is willing to use new technology.



3(a)  Describe one specific example that illustrates your competency (relevant to this role)
briefly describing the background/nature of the task, problem, objective, what you did and the  outcome. 
	


	4. Initiative & Problem Solving


	Special Needs Assistant
· Show ability to act on own initiative
· Take responsibility for own health and safety and health and safety of others while carrying out daily duties, 
· Is proactive, takes action to resolve problems and fulfil own responsibilities – works towards goals and standards.

· Breaks problem down into smaller parts.

· Uses common sense and refers to existing practices and procedures when analysing a problem.
· Approaches daily tasks with energy, engagement and enthusiasm.
· Shows patience and determination in resolving a problem.




Describe one specific example that illustrates your competency (relevant to this role)
briefly describing the background/nature of the task, problem, objective, what you did and the  outcome.
	


	5. Specialist Knowledge, Expertise and Self Development



	Special Needs Assistant
· Specific knowledge/experience in SEN Area
· Working knowledge of Health and Safety Policies

· Is focused on self-development and seeking opportunities for growth to help carry out the specific requirements for the role of Special Needs Assistant.
· Takes in information quickly and accurately to understand issues.
· Understands own strengths and areas for improvement.

· Takes action to develop further and looks for new challenges.

· Keeps up to date with knowledge and skills required to be successful in the role.




In relation to the recent past, i.e. circa 3-5 years, please outline specific details of your Specialist Knowledge, Expertise & Self Development relevant to this role.
	


More focus may be given during the interview (if you are invited to one) to the area of Specialist Knowledge, Expertise and Self Development.  

NB. Please consider carefully the information provided in the Information Document before completing this section.

PART 3

Confidential – Personal Disclosure Form
Have you ever been convicted of a criminal offence or been given a caution? Yes           No
If YES, please detail below the nature and date(s) of the offence(s):



FULL NAME (Block Capitals) 


ADDRESS (Block Capitals) 


PLACE OF BIRTH 

Please specify any other name that you are or were previously known by:  



Previous Address to above 

I confirm that nothing within my personal or professional background deems me unsuitable for employment with Donegal ETB.

I declare that the above information is true and agree that i will abide and accept the terms and conditions of employment should i be successful in my application for a position
Signature of Applicant:
______________________________  
Date:________________  

The H.R. Division will treat all the information including personal data which you give as confidential, subject to Donegal ETB’s responsibilities under the Data Protection Acts.

False declaration could lead to Non Employment or Dismissal
Part 4   Declaration

Before signing this form, please ensure that you have replied fully to all questions asked. Offers of employment are subject to verification of candidates’ eligibility for the position applied for.

1.
I certify that all particulars in this application are true and correct, to the best of my knowledge and belief. 

2.
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. 

3.
I am aware that false or misleading information or deliberate omissions may result in disqualification or the withdrawal of any offer of employment.

Signature of Applicant:
______________________________  
Date:________________ 
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