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Staff Officer (Grade V) Panel 
(Permanent)
Reference Number: OSD 06/2024
Privacy Notice to Employees and Volunteers

By applying for any position, working or volunteering with, or otherwise taking up any position within LWETB, you acknowledge that your personal data shall be processed by LWETB. This Privacy Notice gives you some information about who we are, what personal data we collect about you, why, who we share it with and why, for how long we keep it, and your rights.  
1. We are Longford and Westmeath Education and Training Board (LWETB). We provide a wide range of education, including second level education. For further information, see our website www.lwetb.ie
2. We collect and use your personal data including: your name; date of birth; address; contact details; CV and qualifications; vetting outcome; Teaching Council registration; registration with any other professional/accrediting body; PPS number; bank details; images (CCTV); medical, health and occupational health data; immigration/work-visa information; information relating to recruitment, promotions, and appointments processes; other IR/HR processes; pensions details etc. We use personal data for purposes including: running an efficient service; complying with our obligations as an employer; for recruitment and appointments; allocating resources to our education centres; monitoring the effectiveness of our equal opportunities policies; discharging our duties to other staff and students; complying with our statutory reporting obligations to Government bodies and EU funding bodies; resolving disputes and defending litigation etc. The information we collect about you depends on various factors, e.g. we will hold differing levels of information about a job applicant as compared with a long-standing employee. Certain personal data is collected and aggregated for use on an anonymised basis, e.g. to monitor our compliance with equal opportunities and non-discrimination policies.
3. We share your personal data with third parties, including other Government bodies. Depending upon the nature of your role within LWETB, this may include data-sharing with bodies including the Department of Education and Skills, Revenue Commissioners, Department of Social Protection, Comptroller & Auditor General, TUSLA, An Garda Síochána, HSE, the Teaching Council or any other regulatory body to which you belong, your Trade Union (for IR/HR issues), occupational health advisors, our insurance company (Irish Public Bodies), banks/financial institutions (to pay wages), pension administrators and pension trustees, future employers (for references etc), other service providers (including IT providers, security providers, legal advisors) etc. The Government bodies to which we transfer your personal data will use it for their own purposes including: to verify other information they already hold about you, for fraud prevention measures, etc, and may aggregate it with other information they already hold about you.
4. We will keep your data safe and secure and only for as long as is necessary, after which time it will be securely deleted/destroyed.
5. You have several rights under data protection law when it comes to the way we handle your data, including: the right to request a full copy of all of your data; the right to ask questions about the way we handle your data and to object if you don’t think we are doing it properly.  
For further information on any of the above, please see our Data Protection Policy at https://tinyurl.com/y99vvuv6 or contact the Data Protection Office at dp@lwetb.ie

[image: image2]
Staff Officer (Grade V) Panel
(Permanent)
Reference Number: OSD 06/2024
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.
This is a confined competition and is limited to the Education and Training Candidate Sector Pool i.e., eligible persons currently employed in Technological Universities and Education and Training Boards.

	Name:
	

	Address:
	

	Contact Details:
	Telephone:

Mobile:

E-mail:


	Are you legally permitted to work in the EU?         


	Yes  (
	No (

	Please indicate your primary citizenship (i.e. Ireland, usa etc)
	


1. QUALIFICATIONS

1.1   Second Level Qualifications

	LEVEL
	
	YEAR OF COMPLETION
	

	SCHOOL
	

	SUBJECT                        LEVEL            GRADE                SUBJECT            LEVEL  GRADE

	1
	
	
	
	
	5
	
	
	

	2
	
	
	
	
	6
	
	
	

	3
	
	
	
	
	7
	
	
	

	4
	
	
	
	
	8
	
	
	


1.2 Third Level / Professional Qualifications
	Name and Address of Academic Institution/Awarding Body
	Year of Award
	Duration 

of Course
	Title of Award/Qualification Obtained


	RESULT 



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1.3 Other accredited / Non-accredited professional development skills training or courses 
	details of course / Awarding Body
	Year of Award
	Title of Award / 

Qualification Obtained


	RESULT



	
	
	
	


2. EXPERIENCE

2.1 Current Employment Position
	Location
	From:
	To:
	nature of employment

(Outline job title, duties and main responsibilities)

	
	
	
	


2.2 Previous 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

	
	
	
	


3. COMPETENCIES

A number of key competencies have been identified as being essential for the effective performance of the role of Staff Officer (Grade V)
Demonstration of Competencies:  Please give specific examples in bullet points from your career to date how and where you have displayed each of these competencies (no more than 300 words per competency). Please refer to note attached: Information Guide; Staff Officer (Grade V)
The example(s) may be drawn from your experience in various settings including professional, community or voluntary.
	People Management



	Information Management, Analysis and Decision Making



	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 (Max 500 words) why you think you are suitable for appointment, and the particular talents/qualities you bring to this position.
	4. REFERENCES




Please supply details of two referees both of whom have known you in a supervisory capacity or are your current employer. Please note that if a family member is given as a reference an alternative referee may be required. Longford and Westmeath ETB may contact the named referees and/or your most recent employer for a reference should you be called to interview. You are required to add at least two.
	
	Referee No. 1:
	Referee No. 2:

	Name:
	
	

	Position:
	
	

	Company:
	
	

	Address:
	
	

	Telephone:
	
	

	Mobile:
	
	

	Email:
	
	


5. DECLARATION AND SIGNATURE 


	In the event of your being recommended for appointment to this position Longford and Westmeath Education and Training Board is obliged to comply with the terms of current Department of Education and Skills Circular Letters. 

Longford and Westmeath Education and Training Board’s policy is that all newly appointed principals, deputy principals, teachers and support staff will be vetted via An Garda Siochana and that the outcome of the vetting will be considered in the light of LWETB’s Garda Vetting policy.
Have you been investigated by the Gardaí, HSE, or your employer in relation to substantiated complaints made concerning your treatment of children?

Were you the subject of any allegation of criminal conduct or wrongdoing towards a minor? 

Are you aware of any material circumstance in respect of your own conduct which touched/touches on the welfare of a minor?


	   Yes    (
    Yes    (
    Yes    (
	No    (
No    ( 

No    (
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	DECLARATION



	I declare that the particulars given are correct, in every respect.  I understand and accept that LWETB reserves the right to verify any element(s) of particulars furnished for this application form and that the furnishing by me of any incorrect or inaccurate particulars and / or deliberately concealing any relevant facts may result in my disqualification from the selection process or, where discovery is made after the appointment, in summary dismissal.

	Signed:        

 (If digital signature not available please type name)

	Date:                  



	Failure to fully complete this declaration will render your application invalid and it will not be considered


IMPORTANT NOTICE

Before completing this application form please read the following carefully:

· Your application will be assessed on the information you submit on the official application form. Please ensure all sections are completed fully and accurately, giving clear evidence of qualifications, skills and experience. Incomplete application forms will not be considered.
· Completed application forms should be submitted via email to headofhr@lwetb.ie  on or before 13:00 hours on Friday 19th April 2024.  Late applications will not be accepted.
· Interviews will be scheduled for as soon as is practicable post-closing date but provisionally week commencing 29th April 2024.
· Please provide us with a digital signature. If unable to do so, please type your name and insert date above. Failure to do so will render your application invalid and it will not be considered. 
· Shortlisting will apply.
· Selection will be by way of competency-based interview.
· Canvassing by or on behalf of the applicant will disqualify.
· For persons entering a recruitment grade for the first time, starting pay will be at the minimum of the scale. The rate of remuneration may be adjusted from time to time in line with Government pay policy.
· All enquiries regarding your application should be made to headofhr@lwetb.ie using the post reference in the subject line of the email. Enquiries by any other means cannot guarantee a response before the closing date and time.
· Once your application is submitted you will receive an acknowledgement of submission.
· This may not be taken as confirmation that the submission is a valid application.
· 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.
· Any travel or other expenses incurred by candidates whilst undertaking or attending any elements of the selection process will not be refunded by LWETB.
· Please ensure to adhere to any word counts specified.

· Incomplete applications will not be considered. 
· Please note that candidates are advised to apply to this role well in advance of the closing date and time to ensure their application is received before the closing date and time. 

· It is the responsibility of the candidate to ensure that the application form is received before the stated deadline. Any technical difficulties encountered by the sender when submitting an application, are not the responsibility of LWETB.
· All applicants should note that Longford and Westmeath ETB reserve the right to shortlist applicants on agreed predetermined criteria.

· Longford and Westmeath ETB is an equal opportunities employer. 
· LWETB is registered as a Data Controller. Data will be processed in accordance with the ETB’s Data Protection Policy and retained in accordance with the records’ retention schedule therein. The personal data supplied on this application form and supplementary documents are required for the purposes of recruitment (including shortlisting and interviewing), assessment of qualifications, general administration, and to fulfil our other legal obligations, including the election of staff representatives to the ETB under the Education and Training Boards Act 2013. While the information provided will generally be treated as confidential to LWETB, from time to time it may be necessary for us to exchange personal data on a confidential basis with other bodies including the Department of Education, the Department of Social Protection, Gardaí, the CSO, the Teaching Council, 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 CE.
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POLICY STATEMENT
EQUALITY OF OPPORTUNITY IN EMPLOYMENT PRACTICES, POLICIES AND PROCEDURES

Longford and Westmeath ETB is committed to equality of opportunity in all its employment practices, policies and procedures.

	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 (e.g. Team Leadership; 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). All question areas must be completed.

You should describe situation/s from your own experience, which you think is the best example/s of what YOU have done which demonstrates the specific competencies. It is essential that you describe how you demonstrated the skill or quality in question. The example(s) may be drawn from your experience in various settings including professional, community, sporting or voluntary.  
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. 

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

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.
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