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Application Form 
Role:  Clerical Officer – Standard Scale
· You can submit your completed application form by clicking "Apply for Job" at https://www.consciatalent.com/sfpa
· Please note that Cover Letters and CVs are not accepted, will not be considered and should not be submitted.
· In order to be considered for this post, candidates must submit this completed application form before Monday 9th February 2026 at 5pm (Irish time).
· Please ensure that your application is submitted promptly and correctly. Conscia is not responsible for applications that are incomplete, incorrect, or not received due to technical issues or delays. To avoid any last-minute problems, we encourage you to apply well before the deadline.
· Candidates must clearly outline on their application forms how their qualifications and experience meet each of the essential requirements. 
Applicant Details
	Applicant Name
	

	Phone Number 
	

	Email
	

	Address
	


Employment History 
Include most recent first.
	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	

	End Date
	

	Brief Summary of role (Max 200 words – please note only the first 200 words will be considered as part of the application)
	



	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	

	End Date
	

	Brief Summary of role (Max 200 words – please note only the first 200 words will be considered as part of the application)
	



	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	

	End Date
	

	Brief Summary of role (Max 200 words – please note only the first 200 words will be considered as part of the application)
	



	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	

	End Date
	

	Brief Summary of role (Max 200 words – please note only the first 200 words will be considered as part of the application)
	



	Employer Name
	

	Employer Address
	

	Position
	

	Start Date
	

	End Date
	

	Brief Summary of role (Max 200 words – please note only the first 200 words will be considered as part of the application)
	



Educational Qualifications and Training 
Most recent first
	Qualification
	NFQ Level
	Academic Institution
	Major Subject
	Dates of Study
	Grade Obtained
	Year Conferred

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Essential Criteria - Education
To be eligible to apply for this role, candidates must meet the following essential requirements prior to the closing date of the competition. Please confirm you have the following: 

	· Qualifications: A minimum of a Level 5 qualification on the National Framework of Qualifications (e.g., Leaving Certificate or equivalent).

	














Essential Criteria - Evidence of Experience
For each of the criteria, briefly describe what you consider to be a good example of demonstrating your ability in this area.
Please briefly describe specific instances or experiences in your professional career where you have demonstrated the key essential criteria for this position. Include examples that illustrate your skills, knowledge, and abilities relevant to each criterion.
	Essential Criteria (Max 300 words)

· Administrative/Clerical Experience: 
Please demonstrate using examples at least 2 years’ experience in an office-based or professional environment, managing day-to-day duties such as data entry, document formatting, meeting coordination, and filing, with strong attention to detail and accuracy.

	














	Essential Criteria (Max 300 words) 

· Organisational Skills: 
Please demonstrate using examples proven ability to manage multiple tasks, prioritise work, and meet deadlines in a fast-paced environment.

	

















	Essential Criteria (Max 300 words)

· Technical Proficiency: 
Please demonstrate using examples competency in Microsoft Office and other office software, with practical experience in:
· Word: document creation, editing, and formatting
· Excel: spreadsheets, basic formulas, filtering, and formatting
· Outlook: email, calendar, and meeting management
· PowerPoint: preparing presentations


	















	Essential Criteria (Max 300 words)

· Initiative and Teamwork: 
Please demonstrate using examples ability to work independently and collaboratively within a team.


	






	Essential Criteria (Max 300 words)

· Quality and Professionalism: 
Please demonstrate using examples commitment to delivering high-quality work, with a willingness to learn and develop professionally.


	






	Essential Criteria (Max 300 words)

· Language and Communication Skills: 
Please demonstrate using examples proficiency in written and spoken English and strong written and verbal communication, with excellent customer service skills.  

	














Please note: Shortlisting will be based solely on the Essential Criteria.
Candidates who are shortlisted and invited to interview will be required to demonstrate, in addition to meeting the Essential Criteria, that they possess the relevant qualities, skills and knowledge for the role of Clerical Officer, as set out in the Clerical Officer Capability Framework below. This must be evidenced by reference to specific examples and achievements from their career to date:
· Building Future Readiness
· Evidence-Informed Delivery
· Communicating and Collaborating
Membership of Professional Bodies
If applicable
	Professional Body
	Level of Membership and Membership Number

	
	

	
	

	
	

	
	


General Information
	Are you currently eligible to work in Ireland and if so, on what basis?

	[bookmark: Check1][bookmark: Check2]|_|Yes  |_|No

|_| Irish/EU/EEA/UK Citizen 
|_| Stamp 4 Work Permit 
|_| Stamp 2 Work Permit 
|_| Stamp 1g Work Permit 
|_| Not currently eligible to work in Ireland 
|_| Other

If Other, please state:      


	Are you aware this position is based in Clonakilty, Co. Cork?
	|_|Yes  |_|No


	Where did you see this position advertised?
	|_| Linked In
|_| Public Jobs
|_| Jobs.ie
|_| Word of Mouth 
|_| Internal SFPA
|_| Recruiter approach
|_| Southern Star 
|_| Other

If Other, please state:       




	Reasonable Accommodation
Candidates who indicate that they would like to avail of reasonable accommodations will be contacted directly by a member of our HR Team, and may be asked to submit a medical report, the purpose of which is to provide information to act as a basis for determining reasonable accommodations where appropriate.

	Please indicate whether you would like to avail of reasonable accommodations by ticking either Yes/No:  	
	|_| Yes  |_| No



	Irish Language
Candidates who indicate that they are proficient may if called to final interview be required to undergo a test in order to verify their ability to communicate effectively in Irish.  

	Are you proficient in the Irish language? (Yes/No) 	
	[bookmark: Check7][bookmark: Check8]|_| Yes  |_| No



Referees
Minimum of two referees required related to your previous employment
	Name
	Organisation and Position Held
	Relationship to you
	Contact Details

	
	
	
	Email:
Phone:

	
	
	
	Email:
Phone: 

	
	
	
	Email:
Phone:

	Do you require notification before your referees are contacted? (Yes/No):
	|_| Yes  |_| No



Application Declaration
All information provided in this application is, to the best of my knowledge, true and correct. By submitting this application, I consent for the Sea-Fisheries Protection Authority to use my personal data contained in this application form for recruitment purposes. I understand that should any of the particulars furnished in this application be found to be false or misleading, it may lead to my application being rejected or, if I have already been appointed, to my dismissal. I also authorise the Sea-Fisheries Protection Authority to request copies of my academic transcripts and/or verify the authenticity of my qualifications with the academic institutions listed in Education Qualifications above. 

	Signature
	



	Print Name
	


	Date of Submission
	




For further information on how we use your personal data, please see our privacy notice. 
Please read the information relating to the post you are applying for when completing this application and ensure you have checked your application for grammar and spelling.
Application Form –Clerical Officer             		Sea-Fisheries Protection Authority                         	   	
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