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                                                                        Candidate number (for official use) 

Recruitment application form

	

	Position
	Clerical Officer Panel

	Closing date
	12 noon on Wednesday 16 September 2026

	

	Form completion and submission process:

1. Type all your details and answers into the relevant sections of the form.
2. You are required to submit your completed application form either as a Word or PDF document by email to careers@pensionsauthority.ie on or before the stated closing time for this competition.
3. Do not submit a curriculum vitae or any other supporting documentation with your application as it will not be considered. 
4. Only this application form fully completed and submitted by email will be accepted into this competition process. 
5. Late or partial applications will not be considered.
6. The decision to include you on any shortlist of candidates going forward to the next stage of the selection process will be determined based on the information you supply in your application. This information will be discussed in more depth, should you be called to interview. 
7. We advise you not to change your contact details during the competition.

	
Section 1: Personal contact details:


	Name

	

	Email

	

	Phone/Mobile

	

	
Section 2: Special requirements


	If you require special facilities at the interview location (e.g., wheelchair access, sign interpreter, Braille etc.), please specify facilities required here: 





Note: You may also contact our disability liaison officer in confidence to discuss any requirements at hr@pensionsauthority.ie. 



	
Section 3: Academic, professional or technical qualifications 

Insert details of all your education and/or most relevant qualifications (start with your most recent qualification first). 


	College, university or examining authority
	Results/degree/
qualifications
	NFQ level
	Year qualification was obtained
	Grade 
obtained (e.g., pass, honours, 2.2, 2.1, 1, etc.)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
Section 4: Employment experience

Provide below, in date order (starting with your current/most recent employer first), full details of all employment experience between the date of leaving school or college and the present date. No period between these dates should be left unaccounted for (exact dates to be given). Insert additional rows if necessary.


	Name of division/ branch/company etc.
	Title of post held
	Brief description of duties
	From 
mm/yyyy
	To
mm/yyyy

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	
Section 5: Essential requirements of the role

In this section, we ask you to reflect on the essential requirements of the role as set out in the candidate booklet, and to outline how you meet the criteria by reference to experience, expertise and key achievements in your career to date. 

	1.
	One year of relevant clerical/administration/customer service experience.

	(Type your response here – max 100 words)


	2.
	Proficiency in the use of Microsoft Office and databases.

	(Type your response here – max 100 words)


	3.
	Strong written and verbal communication skills.

	(Type your response here – max 100 words)


	4.
	Excellent customer service skills.

	(Type your response here – max 100 words)


	5.
	Ability to work on own initiative.

	(Type your response here – max 100 words)


	6.
	Ability to work effectively within a team environment.

	(Type your response here – max 100 words)


	7.
	Commitment to delivering quality work.

	(Type your response here – max 100 words)


	8.
	Sound judgement and problem-solving skills.

	(Type your response here – max 100 words)


	9.
	Willingness to learn and to develop skills, knowledge and expertise.

	(Type your response here – max 100 words)


	
Section 6: Evidence of capability

Applicants should have all the attributes required for carrying out the role of Clerical Officer as identified in the candidate information booklet.

In particular, candidates must demonstrate by reference to specific achievements in their career to date that they possess the qualities, skills and knowledge required for the role in each of the Clerical Officer capabilities below (further information in the candidate booklet at Appendix 1).

For each capability, briefly set out what you consider to be an excellent example of how you demonstrated key strengths, knowledge and skills in these areas and include a brief description of the nature of the task/problem, your specific involvement, and the outcome (maximum 200 words per capability/capability sub-dimension).

Please provide examples using the STAR format as set out below:

	Situation 
	Present a challenging situation you found yourself in.

	Task
	What did you need to achieve from the situation? 

	Action
	What action did you personally take to achieve this? 

	Result
	What was the result of your action? 





	1.
	Building future readiness.
	(Type your response here – max 200 words)


	2.
	Evidence-informed delivery:
· Delivering excellence.
	(Type your response here – max 200 words)


	
	Evidence-informed delivery:
· Handling information, problems and decisions.
	(Type your response here – max 200 words)


	3.
	Communicating and collaborating.

	(Type your response here – max 200 words)


	
Section 7: Personal statement

In this section, include a personal statement that specifies any other relevant experience, qualities, attributes, values and motivation that underpin your approach and drive you to perform. Reflect on your interests and the things that you feel most excited about at work.


	 (Type your response here – max 300 words)





	Section 8: Further information

How did you hear about this position? Please tick one of the boxes below


	Public Jobs: ☐
LinkedIn: ☐
Other: ☐

If other, please specify:


	Section 9: Declaration


	By submitting your application to the Pensions Authority for this position, you are declaring that the information provided in this form is correct and that you give permission to the Authority to make enquiries to establish any matters in relation to this application and for the release of any information necessary in connection with this application. This may include enquiries to past/present employers, e.g., references. 

Provision of false information on this application form could lead to disqualification from the competition and/or termination of contract. 

Data is processed in line with the Pensions Authority’s Privacy Statement published to www.pensionsauthority.ie
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