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Application Form

Position Applied For: Principal Officer – Operations Manager 
Notes for Applicants:

a) Please complete each section of the form, typed application forms would be preferred
b) All information will be treated in the strictest confidence.

c) All sections of this form should be completed in full. Curriculum Vitae will not be reviewed either as a substitute or in addition to this form. 

d) Candidates who do not demonstrate the required technical competence as detailed in the job description and Part 1 of the Competency Assessment section of this application form will not be progressed further for consideration.

e) Candidates should note that the information in the application form will play a central part of the short listing process. The decision to include you on the short-list of candidates going forward to the next stage of the process will be determined based on the information you supply at this stage. The information may be discussed in more depth, should you be called to interview.

Selection Methods

Stage One
Competency Based Application Form
Stage Two
Shortlisted candidates following review of application forms will be invited to attend Psychometric testing and first round competency based interview 

Stage Three
Candidates recommended for progression from Stage Two will be invited to complete the assessment of damages on a number of sample cases and attend a second competency based interview

Stage Four
Reference and Medical. Candidates will be in a state of health as would reasonably indicate a prospect of an ability to provide a regular and efficient service on the date of commencement in their role.

	Personal Details 

Name: 

Address

Day Time Contact Number:

Email address:

Are there any restrictions on your right to work in this county?

   


	Academic, Professional or Technical Qualifications: 

	Date obtained and full title of Qualification/Degree(s) held


	Subjects taken in final examination:
	University, College or Examining Authority 

and 

Grade Obtained (e.g. 1,2.1, 2.2, Pass, etc.)

	
	
	

	
	
	

	
	
	


Please detail below, in date order (starting with your current role), full particulars of all employment (including any periods of unemployment (between the date of leaving school or college and the present date.) 

No period between these dates should be unaccounted for. 
You may add new records as required

	Employment Record 

	Name and address of employer 



	Title of position held:
	

	Dates of employment:
	From:                To:

	Description of main responsibilities :



	Employment Record 

	Name and address of employer 



	Title of position held:
	

	Dates of employment:
	From:                To:

	Description of main responsibilities :




COMPETENCY ASSESSMENT

In the following section, you are asked to describe some of your personal achievements to date that demonstrate certain skills and abilities which have been identified as necessary for the position of Assistant Principal. 

In the spaces below, briefly set out what you consider to be a good example of how you demonstrated your ability in each of the areas 1 to 4.  Your example should include a brief description of the nature of the task/problem which demonstrated the skill required and the outcome achieved.

You should structure your answers under the various sections on the page ensuring that you provide specific information about what you have achieved.

Please try not to use the same example repeatedly to illustrate your answers.

	1. Technical Skills relevant to role:

Please note, that candidates who do not demonstrate the required experience in this section, will not be progressed further:
As Operations Manager you will have extensive experience in the areas of claims management and injury assessment.  The successful applicant will have a comprehensive and thorough understanding of the personal injury system, legislation, awards, rehabilitation offerings, claims management, knowledge based systems and customer service propositions

You will act as a Statutory Assessor and make assessments of general and special damages in personal injury compensation cases subject to statutory provisions.  

In the space below, please give examples from you own experience (at least 8 relevant years’ experience required) which demonstrate your practical experience and knowledge to be able to discharge all the functions as detailed above.

________________________________________________________________________




	2. Management and Delivery of Results 

As Operations Manager 
As an Operations Manager you will be required to manage a team of Assessors, Claims Advisors and Administrators, including team leaders and a caseload of Personal Injury files.  
The successful candidate will have project and resource management capability and a record of achieving challenging goals and managing and prioritizing multiple work streams; being able to manage multiple agenda and tasks and reallocate resources to manage changes in focus.

Critically review projects and activities to ensure their effectiveness and that they meet PIAB requirements 
In the space below, please give examples from you own experience which demonstrates the required skills of this competency. 



	3. Leadership and Motivation of Staff 

As an Operations Manager you will:

· Manage and motivate staff and work successfully within a team with a focus on quality of work, speed of execution and results;
· Manage and resolve conflict/ disagreements in a positive and constructive manner

· Be capableof persuading other, building concensus, gaining co-operation from oters to obtain information and accomplish goals
· Develop future leaders

· Provide performance feedback, coaching, and career development to teams and individuals to maximize their probability of success. 

· Ensure performance feedback is an integral part of the day-to-day activities

· Ensures that your team members are focused and act on PIAB’s plans priorities, even when faced with pressure
· Proactively enage with colleagues as all level of PIAB and PIAB’s Stakeholders
In the space below, please give examples from you own experience which demonstrate your practical experience of positively contributing to the team, leading and motivating colleagues and working successfully within a team to deliver targets and deadlines with a focus on quality of work.



	


	4.  Interpersonal and Communication Skills 

In PIAB we regard the skill of good communication as the ability to communicate clearly, confidently and effectively, to colleagues, external parties and stakeholders, in a way that is readily understood by others, and contributes to clear, honest, professional relationships
As an Operations Manager in PIAB, you will:
· Be capable of negotiating agreement on highly sensitive and complex issues

· Contribute to clear and open communication across the organisation

· Build lasting relationships at all levels, internally and externally, through open and honest communication

· Lead by example / Be seen as a role model of effective communication

· Demonstrate written communication is of a very high standard. 

· Fully understand messaging for intended audience

In the space below, please give examples from you own experience which demonstrates your practical experience of this competency.



	


5.) Please provide below a short (i.e. no more than 500 words) cover letter/personal statement outlining why you wish to be considered for the post and where you believe your technical skills and experience meet the requirements as outlined in the job description for the position of Operations Manager 
	


I hereby declare that the information given in this form is correct and give my permission for enquiries to be made to establish such matters as, experience, absence rates, qualifications and character and for the release by other people or organisations of such information as may be necessary to the PIAB for that purpose.  This may include enquiries to past/present employers. The submission of this application is taken as consent to this.

Signature:
 ____________________

Date:

____________________ 

PIAB is an equal opportunities employer.  Applications would be particularly welcome from persons with disabilities who meet the job requirements. 

 Please return this completed application form with the email subject title “Assistant Principal – Operations: careers@injuriesboard.ie  by 12noon on Friday 20th September 2019. 
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