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Application for the post of Permanent Grade VII Administrative Officer

Initial duties: Procurement Officer
    Initial location: Procurement Section, KWETB Head Office, Chestnut House, Millennium Park, Naas, Co. Kildare – KWNT9826

Please note: The Application Form must be TYPED. Handwritten forms will not be accepted. All questions must be answered. Do not change the question numbers or sequence. Boxes may be expanded as required – please comply with maximum word count requirements.  No letter of application, CV or written reference should accompany this form.
	SURNAME:
	


	FIRST NAME(S):
	


	HOME ADDRESS:
	





	CONTACT DETAILS:
	WORK:

HOME:

MOBILE:

E-MAIL:


EDUCATION AND QUALIFICATIONS
	NAME AND ADDRESS OF ACADEMIC INSTITUTION/AWARDING BODY
	PERIOD OF STUDY
	
AWARD/QUALIFICATION OBTAINED


	
	FROM:
	TO:
	

	












	
	
	




PROFESSIONAL DEVELOPMENT COURSES AND QUALIFICATIONS
	DETAILS OF COURSE / AWARDING BODY
	PERIOD OF STUDY
	
AWARD/QUALIFICATION OBTAINED


	
	FROM:
	TO:
	

	










	
	
	



CURRENT EMPLOYMENT 
	EMPLOYER 
(NAME AND ADDRESS)
	FROM:
	TO:
	NATURE OF EMPLOYMENT
(OUTLINE GRADE, JOB TITLE, DUTIES AND MAIN RESPONSIBILITIES)

	








	
	
	






OTHER EMPLOYMENT RECORD  

PLEASE GIVE DETAILS OF OTHER PREVIOUS WORK HISTORY  
	DATES 
(FROM/TO)
	EMPLOYER 
(NAME AND ADDRESS)
	NATURE OF EMPLOYMENT
(OUTLINE JOB TITLE, DUTIES AND MAIN RESPONSIBILITIES)
	REASON/S FOR LEAVING

	























	














	

	






COMPETENCIES: 
A number of key competencies have been identified as being essential for the effective performance of the role of Grade VII Administrative Officer. 

Outline an example(s) on the following pages of how and where you have displayed each of these competencies (no more than 150-200 words per competency). The example(s) may be drawn from your experience in various settings including professional, community or voluntary. 
 
	Team leadership 







	Judgement, analysis and decision making







	Management and delivery of results









	Interpersonal and communication skills







	Specialist Knowledge, Expertise and Self Development








	Drive and commitment to public service values











Personal Statement:  Please outline briefly why you think you are suitable for appointment, and the particular talents/qualities you bring to this position.











	References:   
Please provide the names and addresses of two referees from whom Kildare and Wicklow ETB can request references on your behalf.  One should be your most recent manager/employer and one should be a recent manager/employer. Both referees should have been in a position of responsibility within the employing organisation(s). They must not be related to you, or be known to you as a friend.  
[Please note: your referees will be contacted without further communication with you.  References may be taken up prior to interview.  All appointments are subject to references satisfactory to Kildare and Wicklow ETB].

	Name:
Position:
Address:


Tel No:
E-mail Address:

	Name:
Position:
Address:


Tel No:
E-mail Address:



Please note that any form of canvassing will disqualify your application.

DECLARATION AND SIGNATURE 
· You are required to sign the declaration below certifying that all information you have provided is accurate.
· The Selection Board may wish to check any of the details you have provided. 
· Providing incorrect information or deliberately concealing any relevant facts may result in disqualification from the selection process or, where discovery is made after an appointment, in summary dismissal. 

I declare that the information supplied in this application form is accurate and true.  
	   			
Signed    _________________________                              Date  ________________



Fully completed official application form must be submitted via email to jobapplications@kwetb.ie no later than 12 noon on Wednesday, 26th August 2026
Please note the following
• Short listing may apply.
• Canvassing by or on behalf of the candidate will automatically disqualify.
• Late applications will not be accepted.
• It is the responsibility of the candidate to ensure that the application form is received at the stated email address before the stated deadline. It is recommended applicants request a delivery receipt when sending their application.
Any technical difficulties encountered by the sender when submitting an application are not the responsibility of the KWETB.



Kildare and Wicklow Education and Training Board (KWETB) is a Data Controller within the meaning of the Data Protection Acts 1988 – 2018 and the General Data Protection Regulation (Regulation [EU] 2016/079).  The personal data supplied on this application form and supplementary documents is required for the purposes of recruitment (including short listing and interviewing), assessment of qualifications, general administration, and to fulfil our other legal obligations. While the information provided will generally be treated as confidential to KWETB, from time to time it may be necessary for us to exchange personal data on a confidential basis with other bodies including, the Dept of Education & Youth, the Dept of Employment Affairs and Social Protection, Gardaí, the CSO, Revenue, other statutory bodies, or with former or subsequent employers.  Should you wish to update or access your personal data you should write to the Data Protection Officer dataprotection@kwetb.ie
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