

	[bookmark: _Hlk61509810][bookmark: _Hlk61509717]  Application Form for the Post of Director of Schools, Youth & Music
Ref: OSD 02/2026
	
	



Please note it is imperative that all sections of this application form are completed in full.

Section A

Candidates should note that the information they supply in this section (Section A) of the application form will play a central part of the short-list process. 

	Name
	

	Address:
	

	Email:
	

	Mobile No:
	



	Academic, Professional or Technical Qualifications
(start with your most recent qualification)

	Date obtained and Full Title of Degree(s)/Qualification(s) held
	Subject(s) taken in final examination
	Grade obtained
(e.g. 1, 2.1, 2.2, Pass, etc.)
	University, College or Examining Authority

	Date
	
	
	
	

	Title
	



	
	
	

	Date
	
	
	
	

	Title
	



	
	
	

	Date
	

	
	
	

	Title
	



	
	
	

	Date
	
	
	
	

	Title
	



	
	
	




	Employment Record

Give below, in date order (starting with your current employer), full particulars of all employment (including any periods of unemployment) between the date of leaving school or college and the present date.  No period between these dates should be unaccounted for.  Please enter most recent employment first.

** P =Permanent, T =Temporary, A= Acting

Where the grade status is not given it will be assumed that the post held is a temporary one.

Start with your most recent employment.






	
	
	
	
	

	Employment No: 
	
	Title of post held
	
	

	
	
	
	
	
	
	

	Period in months
	
	From
	
	To
	
	

	Post Status
	P:     
	T:   
	A:   
	
	
	

	
	
	

	Description of Duties
	










	

	
	
	

	Name and address of employer,  contractor, sub-contractor
	
	

	
	
	

	Reason for leaving this employment
	




	

	
	
	





     Employment Record contd……..
	
	
	
	
	

	Employment No: 
	
	Title of post held
	
	

	
	
	
	
	
	
	

	Period in months
	
	From
	
	To
	
	

	Post Status
	P:     
	T:   
	A:   
	
	
	

	
	
	

	Description of Duties
	







	

	
	
	

	Name and address of employer,  contractor, sub-contractor
	
	

	
	
	

	Reason for leaving this employment
	
	

	
	
	



	
	
	
	
	

	Employment No: 
	
	Title of post held
	
	

	
	
	
	
	
	
	

	Period in months
	
	From
	
	To
	
	

	Post Status
	P:     
	T:   
	A:   
	
	
	

	
	
	

	Description of Duties
	







	

	
	
	

	Name and address of employer,  contractor, sub-contractor
	
	

	
	
	

	Reason for leaving this employment
	
	

	
	
	





Employment Record contd……..
	
	
	
	
	

	Employment No: 
	
	Title of post held
	
	

	
	
	
	
	
	
	

	Period in months
	
	From
	
	To
	
	

	Post Status
	P:     
	T:   
	A:   
	
	
	

	
	
	

	Description of Duties
	







	

	
	
	

	Name and address of employer,  contractor, sub-contractor
	
	

	
	
	

	Reason for leaving this employment
	
	

	
	
	



	

	
	
	
	

	Employment No: 
	
	Title of post held
	
	

	
	
	
	
	
	
	

	Period in months
	
	From
	
	To
	
	

	Post Status
	P:     
	T:   
	A:   
	
	
	

	
	
	

	Description of Duties
	







	

	
	
	

	Name and address of employer,  contractor, sub-contractor
	
	

	
	
	

	Reason for leaving this employment
	
	

	
	
	




[image: ]



Section B



   Important Information (Please read carefully)


The following section asks you to briefly describe your experience in particular areas or to provide an example of where you demonstrated a particular skill or competency.

Your examples should show clearly how you have demonstrated the particular skill/competency. You should be mindful that the scale and scope of the examples given are appropriate to a post at management level.

Please refer to the “Key Competencies” section of the job description for further information on the competencies for this role.  You should also have regard to the “Essential Skills and Experience” section of the booklet in choosing your examples. Please be advised no more than 500 words per competency.






	Competencies



	Education Leadership
Please briefly describe an example of how and where you have displayed Education Leadership in particular in the context of any lead role you had in the development and implementation of strategies to improve education standards and support excellence in teaching and learning which you consider would be relevant to the role of Director of Schools, Youth & Music

	

	

























	Strategic Planning Leadership
With regard to statement of strategy, please briefly describe an example of where you developed or contributed to the development of a strategic plan and lead on the implementation of this change/reform, in particular in the context of teaching and learning and /or development of school(s) which you consider would be relevant to the role of Director of Schools, Youth & Music 

	

	


















	Communication and Relationship Building
Please describe an example which you feel best demonstrates your ability to achieve positive results through gaining co-operation and working effectively with a range of different stakeholders


	

























	Leading and Developing Others

	Please describe a project or role that best describes your ability to lead, manage and motivate a team and to develop the team's capability and optimise its performance


	


























	Organisational Management and Administrative Skills
Uses a range of resources, supports and processes to ensure the effective and efficient running of the school/centre.  Please outline an example. 

	

	

























	Self-Awareness and Self-Management Skills
Is self-aware and has the capacity to self-manage and develop personally and professionally.  Please outline an example. 

	

	
























	Cover Letter I Personal Statement

	Please include below a brief personal statement (i.e. no longer than 500 words) outlining why you wish to be considered for this post and where you feel your skills and experience meet the requirements of the position as Director of Schools, Youth & Music

	

















































	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 successful at interview without further notice to the candidate. You are required to two referees.
	
	Referee No. 1:
	Referee No. 2:

	Name:
	
	

	Position:
	
	

	Company:
	
	

	Address:
	
	

	Telephone:
	
	

	Mobile:
	
	

	Email:
	
	




    DECLARATION
	
· You certify that all information you have provided in this application 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:	

If digital signature is not available, please type name and date)
Failure to sign and date the section above will render your application invalid and it will not be considered.		












Please note:

· Closing date for receipt of applications is not later than Wednesday 12th August 2026 at 13.00 hours.

· Completed application forms should be submitted via email to headofhr@lwetb.ie on or before Wednesday 12th August 2026 at 13.00 hours.

· Applicants will only be contacted by email so please ensure correct email is inserted on application form.

· Late and/or incomplete applications will not be accepted.

· Please note that it is the responsibility of the applicant to ensure that all applications are received on time. Any technical difficulties encountered by the sender when submitting applications are not the responsibility of LWETB. Therefore, candidates are strongly advised to submit applications well in advance of the application deadline.  

· CV’s will not be considered.

· All applicants should note that Longford and Westmeath ETB reserve the right to shortlist applicants on agreed predetermined criteria.

· Canvassing will disqualify.

· LWETB is an equal opportunities employer.

· Interviews are scheduled to take place as soon as possible post-closing date.

· 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 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 and Skills, the Department of Social Protection, Gardaí, the CSO, the Teaching Council, Revenue, other statutory bodies, or with former or subsequent employers.  

· Any travel or other expenses incurred by candidates whilst undertaking or attending
      any elements of the selection process will not be refunded by LWETB.
· 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.

· Please ensure to adhere to any word counts specified.
· If successful at interview, referees will be contacted directly by LWETB at its convenience and without further notice to candidates.



	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. [bookmark: _Hlk511728930][bookmark: _Hlk511729655][bookmark: _Hlk511734980]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






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.  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:
(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.
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 so you should think of a number of examples of where you demonstrated each of the skills.
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