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Application Form for the Post of

Administrator – All-island Women’s Forum 
In order to be considered for the post Administrator – All-island Women’s Forum  

with the National Women’s Council (NWC), candidates must submit this completed and signed application form to be received by midnight, 26th January 2022
Please send your completed form to Susan McCormack, susanmcc@nwci.ie 

Please note a CV is not required and should not be submitted. 
NWC is an equal opportunities employer and welcomes applications from all interested parties including people from diverse backgrounds and under-represented groups including ethnic minority groups and people with disabilities. NWCI offers a number of flexible working arrangements.

Selection will be based on the information in the application form alone. 

PERSONAL DETAILS

NAME:



ADDRESS:



TELEPHONE:

      

EMAIL:

 

RELEVANT EDUCATION AND TRAINING HISTORY

Please outline your educational background and any training relevant for this post
PRESENT (or if unemployed most recent) EMPLOYMENT – This post requires at least 1 years’ relevant experience
Name and Address of employer

Post held:

Duties of Post:

Date Appointed: 



Period of notice:
PREVIOUS WORK EXPERIENCE
Please list, starting with the latest, any relevant previous positions you have held, with a brief description of duties and dates.

Employer:

Post held:

Period of Employment:

Reason for leaving:

Employer:

Post held:

Period of Employment:

Reason for leaving:

Employer:

Post held:

Period of Employment:

Reason for leaving:

RELEVANT COMPETENCIES FOR THE POST

The job description shows qualifications, experience and skills required or desirable to be able to carry out the responsibilities of this post.  Please therefore address all these elements as listed in table below, drawing upon all of your experience, whether in paid employment or in a voluntary capacity. Please add additional space as necessary
PROFESSIONAL KNOWLEDGE EXPERIENCE AND SKILLS – Please limit each answer to no more than 200 words 
	Excellent communication skills, both verbal and  written, and the ability to build relationships



	Excellent administration skills 


	Proactive and efficient  with a high level of attention to detail 


	Proficient in the use of Microsoft Word, Excel, Outlook and zoom  


	Ability to work to deadlines and establish priorities 


	Flexible ability to deal with last minute tasks and integrate them with the overall workload 



	Ability to work on own initiative and as part of a team

 

	Ability to address difficulties in a positive, calm and reassuring manner 




PLEASE DESCRIBE IN 200-300 WORDS WHY YOU ARE A GOOD FIT FOR THIS POSITION 
	


REFEREES

Please give the names, addresses and phone numbers of two referees (one should be a current or most recent employer): 

	
	


DECLARATION
I declare that the information set forth in this application form is, to the best of my knowledge, true and complete.

Signature:

Date:

This position is for 2 days a week, Thursday and one other day. Contract is for a period of 9 months. Due to Covid restrictions we are working from home until further notice
Candidates should note that salary will not be subject to negotiation. Successful candidate will commence on first point of the scale. Salary for 2 days a week is € 11,200
Salary Scale: Administrator 
Point 1 28,000 Point 2 29,000 Point 3 30,000 Point 4 31,000 Point 5 32,000 Point 6 33,000 Point 7 34,000 Point 8 35,000 Point 9 36,000
The closing date for receipt of completed and signed application form is midnight 26th January 2022 Interviews to take place on week commencing 31st January 2022. Start date to be asap 
Late applications will not be reviewed. 
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