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Application Form 
Executive Assistant (Grade V)
Please read the candidate information booklet carefully 
Part A
Applicants Details 
	Personal Details


	

	First Name  

	

	Surname 

	

	Address


 
	

	Mobile Number 

	

	Email Address 

	


 







Education Section: 
	Academic, Professional or Technical Qualifications (most recent first)

	



	
	

	Full Title

	

	Awarding Body 

	

	Year Obtained 

	

	NFQ Level 

	



	
	

	Full Title

	

	Awarding Body 

	

	Year Obtained 

	

	NFQ Level 

	



	
	

	Full Title

	

	Awarding Body 

	

	Year Obtained 

	

	NFQ Level 

	



	
	

	Full Title

	

	Awarding Body 

	

	Year Obtained 

	

	NFQ Level 

	


Employment Section:

	Please indicate if you have 3-5 years (within the past 5 years) Executive Assistant / Personal Assistant experience.  Please elaborate up to 250 words.  

 








Employment History 


	Employment Details (most recent first) 
	

	
	

	Employer’s Name 

	

	Dates
	

	Job Title 

	

	Main Duties and responsibilities 

	




	
	

	Employer’s Name 

	

	Dates
	

	Job Title 

	

	Main Duties and responsibilities 

	




	
	

	Employer’s Name 

	

	Dates
	

	Job Title 

	

	Main Duties and responsibilities 

	



IT Skills: 
	MS Office
	SKILL LEVEL (PLEASE TICK TO INDICATE SKILL LEVEL)

	
	None
	Basic
	Advanced
	Expert

	Word
	
	
	
	

	PowerPoint
	
	
	
	

	Excel
	
	
	
	

	
	
	
	
	

	OTHER
(Provide detail)


	
	
	
	

















Part B 
 Executive Assistant (Grade V)
Competencies, Skills, Knowledge and Experience and Declaration
In this part of the application, please provide details on how your professional experience meets the eligibility criteria for this post.
Please provide clear, detailed answers that demonstrate the depth and breadth of your experience in each area below, reflective of the requirements of this post. Please adhere to a word count of 250 words per each capability. 


	1. Building Future Readiness 

	Please provide an example which demonstrates your IT and digital skills, openness to change and innovation and commitment to improving knowledge/skills for the future.


Key skills examples: IT and digital skills, digital literacy, process improvement, innovation



	






















	2.  Evidence Informed Delivery 

	Please provide an example which demonstrates evidence of managing work effectively by making evidence-based and well-informed judgments and decisions, prioritising objectives and delivering to a high quality standard 



Key skills examples: Project management, time management, planning and organising, problem solving, working with data 



	

















	3. Leading and Empowering 

	
Please provide an example which demonstrates evidence of developing, supporting, leading and sharing knowledge with others 

Key skills examples: Performance management, delegation, coaching, 
providing feedback, specialist skills in own area of expertise, research skills



	














	
4. Communicating and Collaborating 

	Please provide an example which demonstrates your ability to effectively communicate, collaborate, teamwork and build relationships


Key skill examples: written skills, presenting, active listening, meeting participation, teamwork, interpersonal skills
 


	




















	5. Additional Information (Optional)


	Please provide any additional information you consider relevant to your application.


	

















Declaration

	By submitting this application form: 

I hereby declare that I fulfil all the requirements set out for this position and that the information provided in this application form is correct. 

I understand that if it is subsequently discovered that any statement is false or misleading, I could be disqualified from the selection campaign.

I understand canvassing will disqualify an applicant.

I understand that this completed application form, may be shared with external members of the panel and I consent to same.




	Name & Signature 

	




	Date 

	





· The onus is on candidates to establish eligibility on this application form. 
· Please ensure that you have completed all sections and that you have completed the declaration above. 
· Please email the application form to qqi@rplus.ie 
· If you have any queries relating to this application form or the information booklet, please contact qqi@rplus.ie 
· The deadline for applications is 15:00 – 19 May 2026
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