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Application Form

Post of Administrative Assistant
Association of Higher Civil and Public Servants
Please provide a short personal statement (no more than 2 pages) outlining why you wish to be considered and where you believe your skills, experience and values meet the requirements of the position. This application form when completed contains all of the information we require. 
Please do not attach a CV to this application form.
	Name:
	

	Address:
	

	
	

	
	


Contact details

	Phone Number:
	

	
	

	Email:
	


Driving Licence:

	
	Yes
	
	No

	Do you have a current full driving licence?  
	 
	
	


Education and Training:

Please outline your educational and training qualifications, which are relevant to your application.

	Full title of 

Qualification(s) held
	Grade Obtained (e.g. Pass; 2.2;

2.1; 1 etc.)
	Subject(s) in final exam
	University, College, Awarding or Examining Authority
	Year in 

which Qualification

 was obtained

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Employment History:

Please give details of your employment history starting with your current position.  You should outline key responsibilities for each post.  Any additional details should be set out in the same format on a separate sheet.

	Name & Address of Employer
	Dates

From - To
	Position and Key Responsibilities

	
	
	

	
	
	

	
	
	


Competencies:

It is intended that a competency-based interview process will apply.  The principal competencies required (in addition to contextual awareness) are set out under. For each competency, please provide an example which you feel best demonstrates your ability.  Give a brief background and then set out what you did and why it demonstrates the competency.  Please do not exceed the space provided.
1.  Organisation Skills and Time Management
Effectively prioritises multiple tasks.
Meets deadlines consistently.
Maintains systematic filing systems for both physical and digital records.
Effectively plans and coordinates logistics for events, conferences etc.
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


2.  Communication and Interpersonal Skills
Communicates effectively and responds to queries from stakeholders in a professional and timely manner.
Demonstrates active listening skills when receiving instructions or handling member queries.
Proven ability to utilise various forms of communication, including social media, to further the aims and objectives of the Association.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


3.  Confidentiality and Information Management 

Handles sensitive membership and personal data in accordance with GDPR principles.
Maintains discretion when managing confidential correspondence and documents.
Ensures secure storage and appropriate access controls for member records.
Protects confidential information in both verbal and written communications.
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


4.  Adaptability and Problem-Solving
Follows up proactively on unresolved admin issues to achieve resolution
Adapts to changing priorities when supporting both administrative functions and events 
Takes initiative to identify and resolve administrative inefficiencies
Shows willingness to learn new systems and procedures as the organisation evolves
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


5.  Personal Effectiveness

Appreciates and understands the main operating structures and procedures of the Civil and Public Service, and of current and emerging trends in union organisation.
Constantly seeks opportunities for personal and professional development.
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Other Relevant Information:

Please outline any other information which you believe is relevant to your application.

	

	

	

	

	

	

	

	

	

	

	

	


I hereby declare that all information given in this form is correct and I give permission for enquiries to be made to establish such matters as qualifications, experience and character, and for the release by other people and/or organisations of such information as may be necessary, by the AHCPS for that purpose.  This may include enquiries from present/past employers and the submission of this application is taken as consent for this.

Signature of Applicant:  
________________________________

Date:
________________________________


The completed application form should be submitted in an envelope marked Strictly Addressee Only to: Paul Malone, Deputy General Secretary, Association of Higher Civil and Public Servants, Fleming’s Hall, 12 Fleming’s Place, Dublin 4, D04 A028





The closing date for receipt of completed application form is 5.15pm on Friday 17th October 2025. This date will be strictly observed and only applications in the required format will be accepted.
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