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	GUIDELINES FOR CANDIDATES

Position: Manager – Ascend Domestic Abuse Service


Dear Applicant,

Thank you for your interest in the position of Manager – Ascend Domestic Abuse Service with North Tipperary Development Company.  These Guidelines were drawn up to help you to understand and complete your application form.  The application form is structured to allow you to present your relevant expertise and experience in a clear and effective manner. Its purpose is also to facilitating the shortlisting process and to provide clear information in relation to each candidate’s expertise that can be explored further at interview stage if the candidate is called for interview.   
1. Who should apply? 

· We are very interested to receive applications from all suitably qualified individuals who are interested in working as the Manager – Ascend Domestic Abuse Service. The person specification provides details as to the qualifications, knowledge, experience and competencies required for the position. The job description provides information of the position and the responsibilities. 
· If you require any further information on the position, you can email Michael Murray on mmurray@ntdc.ie.
2. How do I apply for this post?
You must complete the Application Form particular to this post.  

· There is no need to sign e-mailed applications; we will request candidates to sign their application form at interview stage, should you be called for interview.

· As we require the same information from all candidates in order to make fair decisions on their applications, we will only be able to process applications that are submitted on the official application form. We will not be able to process applications by CV or any other method.

· On receipt of an application, the applicant will be notified that the application has been received – this notification will be by email. 

· We will check eligibility of the applicants after the closing date. Therefore, it is important that you ensure you have fully completed the application form to demonstrate your eligibility for the position.  

· NTDC will only accept applications on the official application form and received by the closing date and time i.e. Monday 25th September 2023 at 12noon.  
3. Completion of the Application Form 
The application form is generally self-explanatory. However, further information is provided below in relation to some sections/questions to help you complete the application and ensure that it is clear what information is requested.

Section 1: Personal Details

· Contact Details: This section asks for specific details including contact details i.e. postal address, telephone number and email address. Ensure that you have ready access to the email address, postal address, and telephone number you provide and that you check them on a regular basis. You will normally be contacted by NTDC by email but you may be contacted by phone or at your postal address. It is your responsibility to ensure that you have ready access to any communication from NTDC.

· EEA (European Economic Area) National: The successful candidate can only be offered the position if s/he is eligible to work in Ireland. For this reason, you are asked if you are an EEA National. EEA nationals who do not require work permits / visas / authorisations are nationals of the following countries: Austria, Belgium, Denmark, Finland, France, Germany, Greece, Ireland, Italy, Luxembourg, The Netherlands, Portugal, Spain, Sweden, Cyprus, Czech Republic, Estonia, Hungary, Latvia, Lithuania, Malta, Poland, Slovakia, Slovenia, Norway, Iceland, Liechtenstein, Switzerland, Bulgaria and Romania. For more details on EEA countries please see visit the Department of Jobs, Enterprise and Innovation website www.djei.ie.

· NON-EEA Nationals: If you are not an EEA National, you are asked if you have relevant documents to show that you are eligible to take up employment in Ireland. NON-EEA Nationals are eligible to work in Ireland if they have applied for and been granted a Certificate of Registration (GNIB card) which includes a Stamp 1, Stamp 4 /4EUfam, or Stamp 5. NON-EEA Nationals can also have eligibility under their spouse’s GNIB card. For further information on this area, please visit the Irish Naturalisation & Immigration Service website www.inis.gov.ie.  
Section 2: Educational Achievements

· Professional and Other Relevant Qualifications: This question asks you to provide details as to your professional and other qualifications. This information should be provided in chronological order and include details as to the courses undertaken and the dates (DD/MM/YY), the name of the educational institutions where you undertook the course, the subjects taken, the qualifications granted and the accrediting body. 
Section 3: Career History

· Career Overview: This question asks you to provide a chronological summary of your career since you left full-time education. You should list everything you did in chronological order so that there are NO GAPS. If there were gaps in your employment (e.g. if you took a career break, returned to education, spent time out of paid employment), please include this information so that there are NO GAPS in your career history from the time you left full-time education to the present date.

· Detailed Employment Career History: This question asks you to provide detailed information on your Employment History. You should start with your current employment and list all employment in reverse order. This question is asking you to provide details of each position you have held and your responsibilities in each. It is essential that you give the start and finish date of each position DD/MM/YY. 

This question also requires you to provide details as to your salary in each position. This is particularly important in relation to your current or most recent position. For positions other than your current or most recent position, you are also required to provide information as to why you left the position.

Section 4: Eligibility Criteria

There will be a particular focus on this section in the shortlisting process when assessing the relevance of your experience to the requirements for the post. The examples you provide may also be discussed in more depth at interview stage, should you be shortlisted.  

This section allows you the opportunity to provide more detailed information on your professional experience as it relates to core competencies required for the position. It focuses on the following specific core competencies:

4.1 Key Working, Needs Assessment and Development of Support Plans
4.2 Advocacy and Interagency Work

4.3 Project Management and People Management

4.4 Budget Management 

In relation to reach of the areas of competence listed, you should list each employment in which you had significant experience in this area and the start and finish dates of when you held this responsibility. In relation to each position where you held this responsibility, you should detail the level and type of responsibility you held and any specific achievements you want to highlight. 

Section 5: Specific Examples of Your Practice

There will be a particular focus on this section in the shortlisting process when assessing the relevance of your experience to the requirements for the post. The examples you provide may also be discussed in more depth at interview stage, should you be shortlisted. You may be asked at interview for other examples. 
This section allows you the opportunity to provide specific examples of YOUR practice which demonstrate your competence in relation to core skill sets required for this position. A summary definition of what we mean by each skill set is provided for your information. The skill sets identified are as follows:

5.1 Leadership and Motivational Skills;
5.2 Planning & Organisational Skills

5.3 Problem Solving & Decision-Making Skills
In relation to each of these skill sets, you should briefly describe a relevant and strong example of YOUR practice that provides compelling evidence of YOUR competence – what YOU have done which demonstrates this skill set. Each example should be based on your professional practice in the PAST 5 YEARS. Preferably you should use a different example in each skill set.  
Compose your replies carefully in this section and try to structure what you write so that you give specific information about what you have done - for example, do not simply say that “X was successful”, describe exactly what you did and how you demonstrated the skill or quality in question. In your examples you are asked to follow a specific format, providing the following information: 
a) The nature of the task, problem or objective.
b) What YOU actually did and how YOU demonstrated the skill set.
c) The outcome of the situation and your estimate of the proportion of credit you can claim for the outcome.
d) What YOU learnt from the experience, including anything you might do differently.
· Some guidelines for presenting yourself well are as follows:-
· Give specific examples – You are asked to describe an example of when you demonstrated a skill set. Try to do this concisely but with enough detail so that it is clear what YOU ACTUALLY DID.  This might include information about timescales, the number of people involved, budgets etc.  It may help to use bullet points so that the sequence of events is clear to the reader.
· Give a range of examples – Preferably you should use a different example in your answer to each skill set. In any event do not use the same example to demonstrate more than 2 skills sets. This helps the reader to evaluate how you tackle different challenges and not just your behaviour in a ‘one off’ situation. 
· Be concrete rather than theoretical – Give a clear description of how you actually behaved in a particular situation (and why). This is of much more use to the reader than a general description of what you consider to be desirable attributes.
· Do not exceed 300 words in each example. A key skill required of the Manager is the ability to write clearly and concisely. Your written communication skills will be assessed against what you write in your application form. 
· Sample Responses: We have provided 2 sample responses to show how this section could be completed – one example is clear and well-presented and the other is not:
Skill Area: Communication Skills: Able to adapt your communication style to particular situations and audiences….. able to produce clear and concise written information….
	Example 1: I was responsible for producing important management reports and supporting presentations for a range of important and high-profile clients.  Through my understanding of the clients’ needs and my effective communication skills, I have ensured that the reports that go to the clients are relevant and focused and are continually improved.  The reports I have produced and the presentations I have made were well received by all my clients.  As a result of the combination of my analytical thinking and interpersonal and communication skills, my brief has been extended to lead the development of the strategic plan for the organisation.


	Example 2: 

(a) The unit I was attached to was responsible for producing a management report and supporting oral presentation for several large clients, some with significant problems to report. In some cases, the management report was publicly available and was subject to a great deal of scrutiny.  A new style/format of management letter was needed for the clients, as many were complaining that the letters were too long and difficult to read.
(b) I was tasked with developing a new style of management letter for clients.  I had to meet stringent quality requirements /criteria whilst addressing the need to reduce its size.  Following consultation, mainly over the phone and face-to-face, with the majority of our clients, I realised that a summarised report format with a better visual and more interactive presentation was the answer.  I developed a format of summarised report, reducing the average length from 40 pages to 10. I achieved this through carefully editing the information and increased use of graphs etc.  I developed a more focused presentation to clients and included more graphics and incorporated short presentations by colleagues involved in producing the work.  During the presentations I encouraged clients to ask questions and develop their understanding of the issues at hand. 
(c) The summarised management report and improved presentations were seen as a success by the clients, who without exceptions, in responding to an evaluation survey, found the new format/style better. All requested that the revised format be continued. 80% credit.
(d) I learnt that even when there is agreement that there is a problem, there is not always agreement as to exactly what the problem is and how best to resolve it. I also learnt that it is important to listen to what others are saying and find a solution that works for all involved.    


          Example 1: This is not a good example because it:

· Does not give sufficient details of exactly what the person did or how they actually demonstrated “effective communications skills”
· Also, it is not clear where the information requested at (a), (b), (c) and (d) is presented.

            Example 2: This is a better example because it:
· Describes exactly what the person did and how s/he communicated, for example “…..consultation, mainly over the phone and face-to face” & “developed a format for a summarised report, reducing the average length from 40 pages to 10” “achieved this through carefully editing the information and increased use of graphs”.  “encouraged clients to ask questions”
· Also, it is clearer where the information requested at (a), (b), (c) and (d) is presented.
Section 6: Additional Information
· Referees: You are asked to provide the name and current contact details of 3 persons that can provide references in relation to your professional practice. You are also asked to explain the relationship between you and the referee e.g. direct line manager. One of the referees should be your current or most recent employer and none of the referees should be related to you. Note that your current employer will NOT be contacted without your prior consent. Also note that NTDC reserves the right to contact any of your previous employers.

Section 7: Signed Declaration
· Declaration: The Declaration has 2 parts. Part 1 relates to best practice in recruitment and ethical and behavioural standards expected of candidates.  Part 2 relates to the information provided by the candidates to ensure that: a) all information provides is true and accurate, b) no information has been falsified or misrepresented and c) no information relevant to the application and the professional practice of the candidate has been omitted. 
If you fail to furnish NTDC with any information relevant to your application or if you have made any false statement or misrepresentation in your application you will be disqualified. If you have already been appointed to a position, your employment will be terminated. 
It is essential that the declaration is signed. If the application is sent by post, the declaration MUST be signed before being posted. If it is sent by email, we will accept the application form unsigned but if you are invited for interview, you will be required to sign the Declaration at the interview stage.  If you fail to provide a signed declaration you will automatically be disqualified.
4. How will the selection process be run? 
· You must complete the official application form in full.  If you do not complete the application form in full your application may not be submitted to the selection board for consideration and subsequent interview (if applicable).

· The Interview Board will assess your application form against the eligibility criteria to see how your individual experience and skills match the needs of the position. The criteria for the selection exercise are based on the requirements of the post as outlined in the job specification. Therefore, it is very important that you think about your experience in light of those requirements.
· Any applicant who does not meet the eligibility criteria/ is not shortlisted will be informed in writing of that decision.
· Candidates who have demonstrated the requisite skills and experience will be called to interview.  
· Any candidate invited to interview will be given more details regarding the interview at a later date.  

· Candidates who are successful at interview will be placed on a panel in order of merit. 

· We will offer the post to the candidate with the highest scores on the panel. 

· If a candidate declines the post, we will offer it to the next highest scoring candidate etc.
· We would like to highlight to you that interviews form only a part of the selection process.  
· NTDC must be satisfied that it has a full and comprehensive suite of references which assures it that the applicant’s past performance and behaviours are appropriate to the post. NTDC reserves the right to remove candidates from the recruitment panels and retract job offers if satisfactory clearances (e.g. past /current employment references, security clearances) cannot be obtained.  All previous employers may be contacted for reference purposes. Please note that NTDC may retract a job offer if sufficient satisfactory references cannot be obtained in a time frame congruent with what the service needs.  
· NTDC must also be satisfied that it has a full and comprehensive information with regard to the professional qualifications of the applicant and verification that the qualifications are recognised and approved by an appropriate registration body. For this reason, NTDC must have sight of the original copies of any qualifications and any documentation from the relevant registration body. 
5. Security Clearance
· All appointments are subject to satisfactory security clearance. 

· NTDC will seek Garda Vetting for all of your residences in the Republic of Ireland and Northern Ireland.   
· If you lived in any other country for 6 months or more, it will be mandatory for you to furnish NTDC with a Police Clearance Certificate for that country. The security clearance must state that you have no convictions recorded against you while residing there. You will need to provide a separate Police Clearance Certificate for each country in which you have resided for 6 months or more. Clearance must be dated AFTER the date you left the country/countries and cover the entire period of your residency.

· Seeking security clearances from countries other than the Republic of Ireland and Northern Ireland are the responsibility of the candidate.  It is a process which can take an amount of time.  Therefore, if you are interested in pursuing a career with NTDC, we recommend that you commence seeking international clearances now.  
· For information on how to seek security clearance from other countries, you may find it helpful to contact the relevant embassies.

· Please note if you require overseas security clearance and are unable to produce it at the time of job offer then the job offer may be withdrawn.
6. Recruitment Time Scales
· Closing date for the position is: Monday 25th September 2023 at 12noon. 
· It is anticipated that interviews will be scheduled for the week of 2nd October 2023.  Therefore, we suggest that you note these dates in your diary now as due to the limited availability of the interview board it is unlikely that an alternative interview date and time can be offered.
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