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1 The Court, Bridgefoot Street

Dublin 8

Telephone: +353 (0)1 661 0588

E-mail: info@cooperationireland.org



http://www.cooperationireland.org
Co-operation Ireland is an Equal Opportunities Employer and we welcome applicants regardless of age, religious belief, political opinion, sex, marital status or disability.

	APPLICATION FOR EMPLOYMENT

	(Strictly Confidential)

	Position Applied For:


	Post Ref:

	Surname (Family Name):


	Forename(s) (Other names):

	Mr/Mrs/Miss/Ms:


	Home Telephone No:



	Home Address:

Post Code:
	Business Telephone No:



	
	May we contact you at work?

Yes/No

	Do you hold a current, full driving licence?

Yes/No 


	Do you have use of a vehicle?

Yes/No


	EDUCATION/ QUALIFICATIONS

	Level of Qualification 
	Subject
	Mark/Grade Achieved



	
	
	


	PROFESSIONAL QUALIFICATIONS

	Please give details of any current professional qualifications you hold, or are in the process of obtaining, including level of membership of professional bodies.



	Name of Institute/Professional Body:
	Exams (indicate Pass/Fail):  And Level: 
	Current Class of Membership

	
	
	

	Other Qualifications and Training: Please give brief details of other qualifications or training courses attended of relevance to your application:




	PRESENT (OR MOST RECENT) EMPLOYMENT

	Name and Address of Business:


	Position:



	
	Period Employed (Years/Months)

	Telephone No:

Ext:


	Basic Salary/Wage:



	Nature of Business:


	Other Benefits:

	Duties:


	Reason for leaving (if most recent job):



	
	Notice required by present employer:



	RELEVANT PREVIOUS EMPLOYMENT

	Employers Name, Address and Nature of Business
	Position held and Brief Description of Duties
	Position Held For:
	Salary/Wages &

Reason for Leaving

	
	
	Years
	Months
	

	
	
	
	
	

	DETAILED PREVIOUS EXPERIENCE

	Please provide detailed examples from your educational and employment history as to how your experience specifically meets the requirements of the post as detailed in the job specification NB: (applicants can provide further information on a maximum of one additional page if desired).




	INFORMATION FOR SHORTLISTING PURPOSES 
Please answer the following questions, providing examples of your experience in a workplace setting

	

	· Experience of financial administration, including payroll analysis

	

	Organisational skills, including the ability to work under pressure, to manage and prioritise a busy workload and delivering work to a high standard of quality within set procedures.

	

	Excellent written and oral communications skills, with the ability to communicate effectively  with people at all levels.

	


	REASONABLE ADJUSTMENTS

	Do you have a disability?

	 YES


	 NO

	If ‘Yes’, are there any reasonable adjustments that can be made to assist you in your application or with our recruitment process?    




	AVAILABILITY

	Please provide details of any dates that you would not be available to attend for interview (please note: due to availability of panel members C.I. may not be able to accommodate any request for a change of date).




	REFERENCES

	Please give name, address, relationship and position for TWO referees.  One of these should be your current or previous (if unemployed) employer

	1. NAME


	2. NAME

	Address


	Address

	Relationship To Applicant

	Relationship To Applicant 

	Telephone


	Telephone

	May contact be made with this referee prior to interview?

Yes/No


	May contact be made with this referee prior to interview?

Yes/No




	Have you other paid employment e.g. consultancy work, sessional or part-time work, self-employment?

Yes/No



	If yes, give details (including hours worked):



	How did you learn of this vacancy? (Please state publication if applicable)



	To withhold falsify or omit relevant material fact will lead to disciplinary action, including dismissal in the case of a successful applicant.  Successful applicants may be asked to provide evidence of their qualifications and previous salary.



	Signature:                                                                         Date:




Unless you receive notification within 3 weeks of the specified closing date, please assume that you have been unsuccessful.  In the interest of economy individual letters will not always be sent.

	For Office Use Only:

	Date Received
	Date Acknowledged
	Short listed
	Reason

	
	
	
	

	
	
	Interviewed
	

	
	
	
	


MONITORING QUESTIONNAIRE
Ref No:  





Private & Confidential

We are an Equal Opportunities International employer.  We do not discriminate on grounds of age, sex, religious belief or political opinion.  We practice equality of opportunity in employment and select the best person for the job.

To demonstrate our commitment to equality of opportunity in employment we wish to monitor certain attributes of our applicants and employees (the community background data is required by the Fair Employment and Treatment (NI) Order 1998).

Regardless of whether one practices one’s religion, most people in Northern Ireland in particular are seen as being either Catholic or Protestant.  We are therefore asking you to indicate your community background by ticking the appropriate box below.

I have Protestant community background
(

I have a Roman Catholic community background
(

I have neither a Protestant nor a


Roman Catholic community background
(
Could you please indicate whether you are:
Female
(
Male
(

Age:



Date of Birth (dd/mm/year)  __ __/__ __/__ __ __ __



Disability:


Y
N

Do you consider yourself to have a disability?
(
(
If yes, what is the nature of that disability?
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Please state your Ethnic Origin:

Bangladeshi


(

Pakistani


(
White



(

Black African

(
Black Caribbean

(

Black Other


(
Chinese


(

Indian


(
Irish Traveller

(

Mixed Ethnic Group
(
Any other ethnic group:

Please identify:_______________________________________

Nationality:

My Nationality is

 (Polish, Latvian, Lithuanian, German, British, Irish etc)


Please specify:________________________________________







If you do not complete this questionnaire, we are encouraged to use the 'residuary' method, which means that we can make a determination on the basis of personal information on file/application form.

Note:

It is a criminal offence under the legislation for a person to "give false information in connection with the preparation of a monitoring return".
PLEASE DO NOT WRITE YOUR NAME ON THIS PAGE
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