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APPLICATION FOR EMPLOYMENT
PLEASE ENSURE YOU READ THIS APPLICATION FORM AND COMPLETE ALL AREAS, INCLUDING THE SUPPLEMENTARY QUESTIONS SECTION IN FULL.  FAILURE TO COMPLETE ALL AREAS OF THE APPLICATION FORM MAY RESULT IN YOU NOT BEING SHORTLISTED FOR INTERVIEW STAGE OF THE SELECTION PROCESS.  IF THE SPACE PROVIDED IS INSUFFICIENT, PLEASE ATTACH ADDITIONAL PAGES ENSURING TO USE THE SAME FORMAT. PLEASE USE BLACK INK AND PRINT IN BLOCK CAPITALS OR TYPE.
	POSITION APPLIED FOR:
	PA Manager
	LOCATION:
	Social Work Dept., Castlebar
	REF NO:
	[bookmark: _GoBack]2020-46


PERSONAL DETAILS
	SURNAME:                  

	
	FIRST NAME (S):
	

	MOBILE NO:
	
	HOME NUMBER:
	

	WORK PHONE NO:

	
	EMAIL:
	

	HOME ADDRESS:


	


DO YOU OWN A CURRENT FULL DRIVING LICENSE?			Yes 	☐	No	☐
DO YOU HAVE ACCESS TO A CAR FOR WORK PURPOSES?		Yes 	☐	No	☐
ARE THERE ANY RESTRICTIONS ON YOUR RIGHT TO WORK IN IRELAND? IF YES PLEASE PROVIDE DETAILS: 
	



WHERE DID YOU SEE THIS POSITION ADVERTISED?					
	










BRIEFLY DESCRIBE YOUR HOBBIES & INTERESTS:	
	








EDUCATION & QUALIFICATIONS
GENERAL EDUCATION
	
	
	
	



THIRD LEVEL ACADEMIC, PROFESSIONAL OR TECHNICAL QUALIFICATIONS (IF ANY)
	
	
	
	



OTHER COURSES/SKILLS/TRAINING IN SUPPORT OF APPLICATION
	
	
	
	



MEMBERSHIP OF PROFESSIONAL BODIES 
	MEMBERSHIP NUMBER
	PROFESSIONAL BODY

	
	

	
	



PLEASE ENCLOSE PHOTOCOPIES OF YOUR QUALIFICATIONS (PLEASE DO NOT SEND ORIGINALS)
EDUCATION & QUALIFICATIONS (CONTINUED) 
PLEASE COMPLETE FOR ANY OF THE LISTED COURSES:
	
	
	LENGTH OF COURSE

	COURSE
	DATE ATTENDED
	1 DAY
	2 DAY
	OTHER (PLEASE SPECIFY)

	MANUAL HANDLING

	
	☐	☐	

	FIRST AID

	
	☐	☐	

	FIRE SAFETY

	
	☐	☐	

	MANAGING CHALLENGING BEHAVIOUR
	
	☐	☐	

	PROTECTION & WELFARE

	
	☐	☐	

	OTHER 

	
	☐	☐	




CAREER OVERVIEW:
IMPORTANT:  PLEASE ENSURE ALL CAREER HISTORY IS CLEARLY OUTLINED BELOW (E.G. IF YOU TOOK A CAREER BREAK, SPENT TIME OUT OF WORK, PLEASE INCLUDE THIS INFORMATION SO THERE ARE NO GAPS IN YOUR CAREER HISTORY FROM WHEN YOU LEFT FULL TIME EDUCATION TO PRESENT DATE. 
	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	





EMPLOYMENT HISTORY / EXPERIENCE
PLEASE START WITH YOUR PRESENT OR MOST RECENT EMPLOYER (PLEASE USE ADDITIONAL PAGES IF NECESSARY).   USE ONE SECTION PER EMPLOYMENT
WHERE THERE ARE GAPS IN BETWEEN JOBS, PLEASE IDENTIFY THESE AND INCLUDE THEM AS PART OF YOUR WORK HISTORY/EXPERIENCE RECORD.
	DATES
	FROM
	TO

	
	
	

	NAME OF EMPLOYER

	

	ADDRESS OF EMPLOYER



	






	POSITION HELD

	





	BRIEF LIST OF DUTIES




	






	CURRENT / ANNUAL SALARY

	




	REASON FOR LEAVING

	




	NOTICE REQUIRED IN CURRENT ROLE  
(IF APPLICABLE)

	



	DATES
	FROM 
	TO

	
	
	

	NAME OF EMPLOYER

	

	ADDRESS OF EMPLOYER



	






	POSITION HELD

	





	BRIEF LIST OF DUTIES









	










	CURRENT / ANNUAL SALARY

	




	REASON FOR LEAVING

	





EMPLOYMENT HISTORY / EXPERIENCE (CONTINUED)
	DATES
	FROM
	TO

	
	
	

	NAME OF EMPLOYER

	

	ADDRESS OF EMPLOYER



	






	POSITION HELD

	





	BRIEF LIST OF DUTIES




	







	CURRENT / ANNUAL SALARY

	




	REASON FOR LEAVING

	






	DATES
	FROM
	TO

	
	
	

	NAME OF EMPLOYER

	

	ADDRESS OF EMPLOYER



	






	POSITION HELD

	





	BRIEF LIST OF DUTIES




	







	CURRENT / ANNUAL SALARY

	




	REASON FOR LEAVING

	







SUPPLEMENTARY QUESTIONS 1 - 4
A GUIDE TO COMPLETING SUPPLEMENTARY QUESTIONS IS AVAILABLE IN APPENDIX 1 OF THIS APPLICATION FORM.  IT IS STRONGLY RECOMMENDED THAT YOU READ THE GUIDE BEFORE COMPLETING THIS SECTION OF YOUR APPLICATION FORM.

IN THE SPACES BELOW, BRIEFLY DESCRIBE WHAT YOU CONSIDER TO BE A GOOD EXAMPLE OF DEMONSTRATING YOUR ABILITY IN EACH OF THE SKILL AREAS 1-4.  A SUMMARY DEFINITION OF EACH OF SKILL AREAS IS PROVIDED FOR YOUR INFORMATION. THIS IS A SUMMARY OF WHAT WE MEAN BY EACH SKILL HEADING. PLEASE PROVIDE THE INFORMATION IN THE FORMAT REQUESTED AT (A), (B), AND (C) ON THE “INFORMATION ON COMPLETING THE SUPPLEMENTARY QUESTIONS” SECTION. REMEMBER ANYTHING YOU SAY MAY BE USED AS PART OF A SHORTLISTING/RANKING EXERCISE AND MAY BE DISCUSSED IN MORE DEPTH AT INTERVIEW, SHOULD YOU BE CALLED TO ONE.
	PLANNING & ORGANISING TO DELIVER A QUALITY SERVICE
IT IS IMPORTANT THAT THE RESIDENTIAL MANAGER DEMONSTRATES EVIDENCE OF EFFECTIVE PLANNING AND ORGANISING SKILLS TO ASSIST IN THE DELIVERY OF A QUALITY SERVICE. 
S/HE WILL HAVE THE ABILITY TO SUCCESSFULLY MANAGE A RANGE OF DIFFERENT PROJECTS AND WORK ACTIVITIES CONCURRENTLY 
S/HE WILL HAVE THE ABILITY TO PROACTIVELY IDENTIFY AREAS FOR IMPROVEMENT AND TO DEVELOP PRACTICAL SOLUTIONS FOR THEIR IMPLEMENTATION
S/HE WILL HAVE THE ABILITY TO EMBRACE, CHANGE AND ADAPT LOCAL WORK PRACTICES ACCORDINGLY BY FINDING PRACTICAL WAYS TO MAKE POLICIES WORK, ENSURING THE TEAM KNOWS HOW TO ACTION CHANGES
S/HE WILL HAVE THE ABILITY TO USE RESOURCES EFFECTIVELY, CHALLENGING PROCESSES TO IMPROVE EFFICIENCIES WHERE APPROPRIATE
IN THE SPACE BELOW, PLEASE GIVE AN EXAMPLE OF A SITUATION WHERE YOU BEST DEMONSTRATED YOUR ABILITY IN THIS AREA.

	













	BUILDING & MAINTAINING RELATIONSHIPS INCLUDING LEADERSHIP & TEAMWORK
AN EFFECTIVE RESIDENTIAL MANAGER BUILDS AND MAINTAINS RELATIONSHIPS WITH COLLEAGUES AND OTHER STAKEHOLDERS / WORK AS PART OF A MULTI-DISCIPLINARY TEAM. 
S/HE WILL HAVE THE ABILITY TO WORK BOTH INDEPENDENTLY AND COLLABORATIVELY WITHIN A DYNAMIC TEAM AND MULTI STAKEHOLDER ENVIRONMENT
S/HE WILL DEMONSTRATE FLEXIBILITY, ADAPTABILITY AND OPENNESS TO WORKING EFFECTIVELY IN A CHANGING ENVIRONMENT
S/HE WILL HAVE THE ABILITY TO SUPPORT, SUPERVISE, DEVELOP AND EMPOWER STAFF IN CHANGING WORK PRACTISES IN A CHALLENGING ENVIRONMENT WITHIN EXISTING RESOURCES
IN THE SPACE BELOW, PLEASE GIVE AN EXAMPLE OF A SITUATION WHERE YOU BEST DEMONSTRATED YOUR ABILITY IN THIS AREA.

	




















	1. 
EVALUATING INFORMATION, PROBLEM SOLVING & DECISION MAKING
THE EFFECTIVE RESIDENTIAL MANAGER GATHERS AND ANALYSES INFORMATION FROM RELEVANT SOURCES, WEIGHING UP A RANGE OF CRITICAL FACTORS.  
· S/HE WILL HAVE EXCELLENT ANALYTICAL, PROBLEM SOLVING AND DECISION MAKING SKILLS
· S/HE WILL HAVE THE ABILITY TO QUICKLY GRASP AND UNDERSTAND COMPLEX ISSUES AND THE IMPACT ON SERVICE DELIVERY  
· S/HE WILL HAVE THE ABILITY TO CONFIDENTLY EXPLAIN THE RATIONALE BEHIND DECISIONS WHEN FACED WITH OPPOSITION
· S/HE WILL HAVE THE ABILITY TO MAKE SOUND DECISIONS WITH A WELL-REASONED RATIONALE AND TO STAND BY THESE
· S/HE WILL DEMONSTRATE INITIATIVE IN THE RESOLUTION OF COMPLEX ISSUES
· S/HE WILL IMPROVE EFFICIENCY WITHIN WORKING ENVIRONMENT
· S/HE WILL HAVE THE ABILITY TO EVOLVE AND ADAPT TO A RAPID CHANGING ENVIRONMENT
IN THE SPACE BELOW, PLEASE GIVE AN EXAMPLE OF A SITUATION WHERE YOU DEMONSTRATED YOUR ABILITY IN THIS AREA.

	

























	






































REFERENCES
PLEASE LIST BELOW DETAILS OF THREE REFERENCES, PREFERABLY EMPLOYERS, ONE OF WHO MUST BE YOUR CURRENT OR MOST RECENT EMPLOYER.  REFEREES WILL NOT BE CONTACTED PRIOR TO INTERVIEWS UNLESS BY AGREEMENT WITH THE APPLICANT.
REFEREE 1:
	COMPANY NAME

	

	CONTACT NAME

	

	POSITION HELD

	

	ADDRESS 


	

	TELEPHONE NO

	

	EMAIL ADDRESS

	


REFEREE 2:
	COMPANY NAME
	

	CONTACT NAME

	

	POSITION HELD

	

	ADDRESS 


	

	TELEPHONE NO

	

	EMAIL ADDRESS

	


REFEREE 3:
	COMPANY NAME

	

	CONTACT NAME

	

	POSITION HELD

	

	ADDRESS 


	

	TELEPHONE NO

	

	EMAIL ADDRESS

	


GARDA CLEARANCE
PLEASE NOTE THAT UNDER THE DEPARTMENT OF HEALTH AND CHILDREN GUIDELINES, WESTERN CARE ASSOCIATION IS OBLIGED TO SEEK ON GARDA SIOCHANA RECORDS BEFORE AN OFFER OF EMPLOYMENT IS MADE.
OVERSEAS POLICE CLEARANCE
IF YOU HAVE RESIDED IN ANY COUNTRY FOR SIX MONTHS OR MORE OTHER THAN THE REPUBLIC OF IRELAND OR NORTHERN IRELAND YOU WILL BE REQUIRED TO PROVIDE SECURITY CLEARANCE FOR EACH JURISDICTION IN WHICH YOU HAVE RESIDED.
DECLARATION
I CONFIRM TO THE BEST OF MY KNOWLEDGE THE INFORMATION GIVEN ON THIS FORM IS ACCURATE AND THAT I HAVE NOT OMITTED ANY FACTS WHICH MAY HAVE A BEARING ON MY APPLICATION FOR EMPLOYMENT.  I UNDERSTAND THAT FALSE STATEMENTS MAY LEAD TO DISQUALIFICATION, OR IF APPOINTED, TO TERMINATION OF EMPLOYMENT.
I HEREBY ACCEPT AND UNDERSTAND THAT WESTERN CARE ASSOCIATION WILL HOLD PERSONAL INFORMATION WHICH IS NECESSARY FOR RECRUITMENT AND EMPLOYMENT PURPOSES ONLY, AS PROVIDED FOR THE DATA PROTECTION ACTS 1988 AND 2003 AND FREEDOM OF INFORMATION ACT 1997.  I AGREE THAT MY CONTACT DETAILS CAN BE USED FOR THESE PURPOSES.  I HAVE READ AND UNDERSTOOD THIS DECLARATION.
CANVASSING BY OR ON BEHALF OF ANY CANIDATE WILL DISQUALIFY AND RESULT IN EXCLUSION FROM THE RECRUITMENT PROCESS.

	APPLICANT SIGNATURE:

	
	DATE:
	













PLEASE RETURN THIS APPLICATION TO
HUMAN RESOURCES DEPARTMENT, WESTERN CARE ASSOCIATION, JOHN MOORE ROAD, CASTLEBAR, CO. MAYO OR EMAIL TO HR@WESTERNCARE.COM
APPENDIX 1
SUPPLEMENTARY QUESTIONS GUIDE  

INFORMATION ON COMPLETING THE SUPPLEMENTARY QUESTIONS:
ALL QUESTION AREAS MUST BE COMPLETED AND REMEMBER THAT YOU WILL BE QUESTIONED ON ALL AREAS AT INTERVIEW. THE INSTRUCTIONS BELOW WILL HELP YOU TO COMPLETE YOUR ANSWERS, BUT YOU SHOULD ALSO CONSIDER THESE INSTRUCTIONS WHEN YOU ARE PREPARING FOR INTERVIEW.
FOR EACH QUESTION AREA 1-4, YOU ARE GIVEN A DESCRIPTION OF A SKILL OR QUALITY.  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. THEREFORE, COMPOSE YOUR REPLIES CAREFULLY IN THIS SECTION AND TRY 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:
(A)	THE NATURE OF THE TASK, PROBLEM OR OBJECTIVE;
(B)	WHAT YOU ACTUALLY DID AND HOW YOU DEMONSTRATED THE SKILL OR QUALITY (AND, WHERE APPROPRIATE, THE DATE YOU DEMONSTRATED IT);
(C)	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.
Guidelines for Completing the Supplementary Questions:
SUPPLEMENTARY QUESTIONS ARE DESIGNED TO HELP YOU TO PRESENT RELEVANT EVIDENCE IN ORDER THAT DECISION MAKERS CAN EVALUATE HOW WELL YOU ‘FIT’ THE REQUIREMENTS OF A PARTICULAR ROLE.  RELEVANT EVIDENCE IS USUALLY DRAWN FROM YOUR WORK EXPERIENCE AND THE WAY IN WHICH YOU HAVE ACCOMPLISHED A RANGE OF ACTIVITIES.  THOSE INVOLVED IN SCREENING THE APPLICATIONS WILL BE EVALUATING THE INFORMATION YOU GIVE AGAINST SPECIFIC SKILLS REQUIRED FOR EFFECTIVE PERFORMANCE IN THE ROLE.  TO DO THIS THEY NEED YOU TO GIVE ENOUGH DETAIL SO THAT THEY CAN TELL WHAT YOU ACTUALLY DID AND HOW YOU DID IT.
THE PEOPLE DOING THE SCREENING WILL NOT ASSUME THAT YOU DEMONSTRATE A SKILL AT THE RIGHT LEVEL JUST BECAUSE OF YOUR CURRENT ROLE, LENGTH OF EXPERIENCE OR EDUCATIONAL QUALIFICATIONS.  THESE DO NOT GIVE ENOUGH EVIDENCE ABOUT HOW YOU ACCOMPLISHED RELEVANT TASKS.  SO, IF A QUESTION IS ABOUT YOUR APPROACH TO DECISION MAKING, YOU NEED TO DO MORE THAN DESCRIBE YOUR CURRENT ROLE AND LIST IMPORTANT DECISIONS YOU HAVE MADE.  YOU WILL NEED TO DESCRIBE HOW YOU REACHED RELEVANT DECISIONS.
SOME GUIDELINES FOR PRESENTING YOURSELF WELL ARE GIVEN BELOW:-
· GIVE SPECIFIC EXAMPLES – MOST QUESTIONS WILL ASK YOU TO DESCRIBE AN EXAMPLE OF WHEN YOU HAVE DEMONSTRATED A SKILL: TRY TO DO THIS CONCISELY BUT WITH ENOUGH DETAIL SO THAT THE READER WILL BE CLEAR ABOUT WHAT YOU ACTUALLY DID.  THIS DETAIL MIGHT INCLUDE INFORMATION ABOUT TIMESCALES, THE NUMBER OF PEOPLE INVOLVED, BUDGETS ETC.  IT CAN HELP TO USE BULLET POINTS TO THAT THE SEQUENCE OF EVENTS IS CLEAR TO THE READER.
· GIVE A RANGE OF EXAMPLES – IF POSSIBLE, BASE YOUR ANSWERS ON DIFFERENT SITUATIONS OR CHALLENGES YOU FACED RATHER THAN RELY ON JUST ONE EXPERIENCE.  THIS HELPS THE READER TO EVALUATE HOW YOU TACKLE DIFFERENT CHALLENGES AND NOT JUST YOUR BEHAVIOUR IN A ‘ONE OFF’ SITUATION.
· BE CONCRETE RATHER THAN THEORETICAL – A CLEAR DESCRIPTION OF HOW YOU ACTUALLY BEHAVED IN A PARTICULAR SITUATION (AND WHY) IS OF MUCH MORE USE TO THE READER THAN A VAGUE OR GENERAL DESCRIPTION OF WHAT YOU CONSIDER TO BE DESIRABLE ATTRIBUTES.
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Western Care Association
John Moore Road, Castlebar, Co. Mayo

Telephone: (094) 9025133 Fax: (094) 9025207 e-mail: info@westerncare.com





