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Mandatory Application Form – 004.EI.26E – Executive Assistant, Grant Payments 

Applicant Name: ___________________________________________________________________

Outline, on two pages in bullet point format, where you believe your skills and experience meet the essential functional competency criteria listed below. 
In completing this Mandatory Application form, candidates must answer all questions and should not exceed the two-page maximum, with a minimum font size of 11pt.
	Are you legally permitted to work in Ireland for the duration of the role? (Answer: Yes/No/Require Visa/Permit)



	

	If you answered ‘Yes’ or ‘Require a visa/permit’, please specify the type of permission you currently hold (e.g., Irish/EU citizenship, Stamp 1/1G/2/4, Employment Permit).

	

	I understand the starting salary is at the minimum point of the relevant scale, unless rules around starting pay for current civil/public sector employees apply. (Answer Yes/No)

	

	Strong administrative and organisational skills and experience, with the ability to prioritise work effectively, meet deadlines and support service delivery in a client-focused environment, are essential.

	

	Good numerical aptitude and the ability to process information accurately, with a high level of attention to detail, are essential.

	

	Good verbal and written communication skills, with the ability to gather and impart data and information in a clear, methodical and professional manner with internal and external stakeholders, are essential.

	

	Demonstrated evidence of strong computer literacy, including proficiency in Microsoft Office 365 applications (particularly Outlook, Word and Excel), together with the ability to learn new systems, technologies and processes, is essential

	

	Any additional information you feel is relevant to the functional competencies listed in the job specification.

	


