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application form 

Job Title: 


Service Administrator, St. Senan’s Education Office
Location: 


Limerick Diocesan Centre, St. Munchin’s, Corbally, Limerick
Closing Date for Application:

Thursday, 24th January 2019 at 4.00pm
1.) Personal Details
	Surname
	

	Title
	

	Forename(s)
	

	Address
	

	Postcode
	

	E-mail
	

	Tel. No.  
	

	Mobile
	

	Current Salary (or last)
	

	Where did you hear about this post?
	


2.) Suitability 

(a) Statement of Suitability:

(Please provide a statement of why you think your skills and experience are suitable for this role)
(b) Describe the skills & experience you possess in the following areas that would enable you to fulfil the role

	Experience and familiarity of working with a website using a Content Management System

	

	Experience of working with a Customer Relationship Management database

	

	Experience of working with other databases (e.g. Microsoft Access, etc.)

	

	Experience of working with Microsoft Word, Excel, Publisher and Outlook

	

	Experience in researching and writing content

	

	Experience of working both autonomously and as part of a team.

	


3.) Employment Record
Please list brief particulars of the positions you held and experiences you obtained.  Start with your present or most recent employer. Provide reasons for any gaps in your employment.  (Please attach an additional sheet if necessary.)

	Dates
	
	Employers Name & Address
	Type of Business
	Position Title

	From 


	To


	
	
	

	Duties

	

	Reason for Leaving
	


	Dates
	
	Employers Name & Address
	Type of Business
	Position Title

	From 


	To


	
	
	

	Duties

	

	Reason for Leaving
	


	Dates
	
	Employers Name & Address
	Type of Business
	Position Title

	From 


	To


	
	
	

	Duties

	

	Reason for Leaving
	


	Dates
	
	Employers Name & Address
	Type of Business
	Position Title

	From 


	To


	
	
	

	Duties

	

	Reason for Leaving
	


	Dates
	
	Employers Name & Address
	Type of Business
	Position Title

	From 


	To


	
	
	

	Duties

	

	Reason for Leaving
	


	Dates
	
	Employers Name & Address
	Type of Business
	Position Title

	From 


	To


	
	
	

	Duties

	

	Reason for Leaving
	


4.) Education

	Name of University/College
	Dates Attended
	Examinations & Results

	
	From     


	To   


	


	Name of School
	Dates Attended
	Course & Qualifications

	
	From     


	To   


	


	Further Education & Formal Training
	Dates Attended
	Course & Qualifications

	
	From     


	To   


	


5.) References
Please include details of your current/most recent employer and two other referees.  Referees must not be related to you.   Referees will not be contacted prior to interview.

	Name and Position of Referee
	Capacity in which known to Referee 
	Address, E-mail 
and Telephone Number

	
	
	

	
	
	

	
	
	


Are you an Irish citizen or national of any EU country? 



Yes (
No (
Do you need a work permit to work in Ireland? 




Yes (
No (
Declaration

To the best of my knowledge and belief the replies given to the questions on this application form are true and I have disclosed all information which I consider relevant.  I hereby declare that there is no reason rendering me unsuitable to work with children or vulnerable adults.  I understand that appointment will be subject to satisfactory references and a medical assessment.  Should I accept an offer of employment and any of the information provided by me is subsequently found to be incorrect, my employment may be terminated.

Signature of Applicant:                                                                              

Date: 

Please complete all parts of this form including your statement of suitability and return via post or email to 

Recruitment, St. Senan’s Education Office, Limerick Diocesan Centre, St. Munchin’s, Corbally, Limerick.
Email. recruitment@limerickdiocese.org
by 4.00 pm on Thursday 24th January
Please clearly mark envelope/email Service Administrator Application
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