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Bord Oideachais agus Oilitina

Chill Chainnigh agus Cheatharlach
Kilkenny and Carlow
Education and Training Board




APPLICATION FOR THE POST OF ADULT EDUCATION OFFICER 
(Ref: 2024OCT190)
PLEASE COMPLETE THE FOLLOWING ESSENTIAL STEPS ON COMPLETION OF THE APPLICATION FORM

1. E-mail application form to recruitment@kcetb.ie by Monday, 28 October 2024 (12 noon).
2. Please ensure that the completed Application Form is saved as a PDF document with your own name and the job reference number, for e.g. Ann Jones 2024OCT190
3. Insert Kilkenny and Carlow ETB Reference Number in subject line of Email – 2024OCT190
4. Please only enter the job reference number in the subject line of the email 

5. Applications are only accepted by email.  

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:


General Education (Post-Primary)

	Name of schools attended
	From:
	To:
	Examinations and Grades Obtained

	
	
	
	


Post-Secondary Education

Please outline details in chronological order of all further education and third level academic awards.

	Name and Address of Academic Institution/Awarding Body
	Period of Study
	Award Qualification Obtained: 


	Main subjects

Degree subjects
	Class of Award (i.e. 1st, 2.1, 2:2, Pass)

	
	From:
	To:
	
	
	

	
	
	
	
	
	


	Teaching Council Registration 

	Are you registered with the Teaching Council?           

Yes        ☐                                                       

 No    ☐
Please attach a copy of Confirmation of Current Registration from the Teaching Council with details of subjects registered to teach.
Registration Number: 
                         

Registration Date:                                  

Category of Registration:       
           

Conditional         

☐
If Conditional, expiry date:   

Subjects Registered to Teach:  




Professional development courses and qualifications

	details of course / Awarding Body
	Period of Study
	Award/Qualification Obtained



	
	From:
	To:
	

	
	
	
	


Present or most recent Employment Position
	Employer 

(name and Address)
	From:
	To:
	nature of employment

(Outline job title, duties and main responsibilities)

	
	
	
	


Employment Record
Please give details of your previous work history beginning with the most recent position 
	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 Adult Education Officer. 

Outline below how and where you have displayed each of these competencies (no more than 300 words per competency). The example(s) may be drawn from your experience in various settings including professional, community, sporting or voluntary.  
	Specialist Knowledge, Expertise and Self-development
Possess a clear understanding of the role and how it fits into the work of the ETB and maintain a focus on self-development, seeking feedback and opportunities for growth to help carry out the specific role requirements.


	


	Leadership
Developing, supporting, leading and managing staff and services

	


	Analysis & Decision Making
Programme planning, monitoring and implementation.

	


	Management and delivery of results
Reviewing, reporting and evaluating programme and service delivery.

	


	Interpersonal and communication skills: 
Promote, establish and maintain effective communications across all FET provision and with relevant voluntary and statutory bodies.

	


	Drive & Commitment to Public Service Values

Develop, manage and implement an ETB-wide framework approach to the delivery of further education and training provision and service.

	


	References:  Please give details of two referees.  At least one referee should be your present or last employer or, if appropriate, a referee from your last academic institution.   Please note that references will normally only be requested for shortlisted candidates.   Appointments are subject to receipt of satisfactory references to Kilkenny and Carlow 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  ________________


Please return your completed application form no later than 12 noon on Monday, 28 October 2024 by email to: recruitment@kcetb.ie 

Please follow the guidelines outlined at the beginning of the application in order to return your completed application form to the above email address.
Please note that completed application forms will NOT be accepted by post or fax.

Late applications will not be considered.

	COMPLETING A COMPETENCY BASED APPLICATION FORM


A Competency Based Application Form requires you, the candidate, to describe some of your personal achievements to-date that demonstrate certain competencies (necessary skills and qualities) required for the position you are applying for. All question areas must be completed.

A definition of a skill or quality is given for each competency. You are then asked to describe a situation, from your own experience, which you think is the best example of what YOU have done which demonstrates this skill or quality. It is essential that you describe how you demonstrated the skill or quality in question. 

You are advised to structure what you write so that you give specific information about what you have done - for example, do not simply say that “X was successful”, describe exactly what you did and how you demonstrated the skill or quality in question. 

For each example please include the following:

· the nature of the task, problem or objective;

· what you actually did and how you demonstrated the skill or quality (and, where appropriate, the date you demonstrated it)

· the outcome or result of the situation and your estimate of the proportion of credit you can claim for the outcome.

Please do not use the same example to illustrate your answer to more than two skill areas.

Please note that, should you be called to interview, the board may look for additional examples of where you demonstrated the skills required for this post.

