Tralee Bay Wetlands Co. Ltd

Application Form 
for
Position of Administrative Assistant
All information provided in this form is confidential.
(This form should be typed or completed using block capitals in black ink)

1. Personal Details

	First Name:


	Surname:



	Postal Address:



	

	Telephone (H):


	Telephone (W):
	Telephone (M):



	Email Address:


Three copies of the completed application Form to be returned to The Secretary, Tralee Bay Wetlands Co Ltd., c/o Town Hall, Princes Quay, Tralee, Co. Kerry on or before 4.30pm on Thursday, 26th January, 2012.
A Curriculum Vitae is not required with this application form but may be appended.

	For Official Use Only

	Received:

	Date:

	Time:


Applicants may be shortlisted for interview based on the information provided in this form. Please retain a copy for your own information.
All information provided in this form is confidential. 

 (This form should be typed or completed using block capitals in black ink)

2. Education and Professional Development

(The successful candidate may be asked to furnish supporting documentation)
	Relevant Qualification
	Awarding Institution
	Length of Course
	Year of Award


	
	
	
	


3. Details of Other Training Courses completed, including computer and customer service training, if any. 
	Dates (From-To)
	Course
	Training Agency
	Details of Course


	
	
	
	


4. Details of Previous Employment and Work Experience
	Dates (From- To)
	Employer
	Address
	Position Held, Responsibilities & Salary


	
	
	
	


Details of Previous Employment and Work Experience (Cont’d)

	Dates (From- To)


	Employer
	Address
	Position Held, Responsibilities & Salary


	
	
	
	


5. If there is any additional information regarding your experience or competencies which would support your application, please use the space below.


	


6. Please supply the names of at least two referees who will be available, on request, to provide a confidential reference, one of which must be your current/most recent employer (In the event of being offered this position, your current/most recent employer will be contacted and you will be informed of this).
	Name


	Address
	Position
	Contact Telephone Nos


	
	
	
	


*In addition, references may be sought, from the applicant's present/previous employers if not listed above.  
I hereby declare that all the particulars furnished on this application are true and correct to the best of my knowledge and that I am aware of the qualifications, requirements and particulars for this position as set out in the Details of Post of Administrative Assistant and other relevant documentation.


Signature of Applicant:
________________________________


Date:



________________________________

All applications will be acknowledged.  Anybody who does not receive an acknowledgement within SEVEN DAYS of posting their Application Forms should contact the Human Resources Department, Town Hall, Princes Quay, Tralee immediately.

Any queries in relation to applications that are posted but do not reach this office should be accompanied by a Proof of Posting Certificate.  Applicants are advised therefore to obtain such a Certificate from the Post Office when posting application forms.  Responsibility for ensuring that applications are received on time rests with the applicants.
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