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Global Action Plan

YOUR APPLICATION AND OUR RECRUITMENT PROCESS

Fair Recruitment Process

Our commitment to Equal Opportunities means that we wish to ensure that every applicant is
treated fairly. The information you provide in your application form is the only information we
will use in deciding whether or not you will be shortlisted for an interview and it will be used as
a basis for the interview itself.

Your application is therefore very important and the following advice is designed to help you
complete it as effectively as possible.

Your Application

You should receive the following:-

(NB:Please read the job details and person specification carefully)
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ii)

Job Description

This outlines the main duties of the post and includes information about the
organisation and the context of the job.

Person Specification

Every vacancy advertised is based on a person specification which lists the skills,
abilities, qualifications and experience we are looking for. Please look at this carefully
so that you know what the job involves and the range of expertise required. Ask
yourself why you are interested in the job.

Application Form — How to fill it in

Complete your application form electronically or in black ink or type as it needs to be
photocopied.

After reading the person specification and job details think carefully about your
application and consider to what extent you have the skills and experience necessary
for the post.

Please note that we cannot accept CVs for shortlisting. All candidates are required to
complete GAP’s application form in full so that we receive the same type of
information from all applicants and so that you directly address the selection criteria.

Please complete all sections of the form.
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V) If you are applying for more than one position, please complete an application form
for each position.

Vi) The Employment/work experience section gives you the opportunity to tell us about
the work you are doing now or have done in the past. Always remember to specify
your responsibilities rather than those of your section or department.

vii) The Education/Training section asks for the relevant training and qualifications, which
you have undertaken or achieved. Please mention qualifications and/or training (if
any) which are relevant to the job for which you have applied.

viii) The Information in support of your application section is a very important part of the
application. Please use it to tell us how you think you meet each of the selection
criteria listed on the person specification. Do remember that experience can be
gained from current or previous employment, community or voluntary work,
experience gained in the home and through leisure interests.

ix) Please use each of the criteria as a heading and demonstrate how you feel you meet
each requirement. If you fail to do this you are unlikely to be shortlisted.

X) The most important thing to remember is to tell us how you think you meet each of
the criteria listed. We are unable to guess or make assumptions. Your application
form is all we have to decide if you are suitable for the post.

Xi) Make note of the closing date for applications and return your form before that date.
Remember to keep a copy of the form for yourself.

Return your form by 5.00 p.m. on Tuesday February 7" February 2012 by post or e-mail
to:

Global Action Plan, 13 Balbutcher Lane, Ballymun, Dublin 11. Phone (01) 862 5846, e-mail:
info@globalactionplan.ie

All applications will be acknowledged by e-mail within 3 working days of receipt. If you do not
receive such an acknowledgement, please contact us as soon as possible.

First round interviews will take place on Tuesday 14" February 2012;
Second round interviews (if deemed necessary) will take place on
Monday 20" February 2012.

Our Recruitment Process
1 Shortlisting

After the closing date, all application forms are read to see how each person’s skills and
experience relate to the post being applied for, i.e. how they match the person specification.
Applicants who meet these requirements most closely are invited for an interview.

2 Interviews

The interview panel is normally made up of a minimum of 2 people who will ask a number of
pre-determined questions. Everyone who is interviewed will be asked the same basic
questions. There may also be supplementary questions based on the information you have
given us in your application form. The questions are intended to allow you to expand on your
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application form and to show the panel how well you meet the requirements of the job. For
some jobs there may also be numerical/written/ practical tests in addition to the formal
interview.

You will have the opportunity at the interview to ask questions about the job, conditions of
service or anything else you need to know about GAP.

The panel has to keep a record of their assessment of each candidate so that the reasons for
their decisions are clear, consistent and justifiable.

3 Complaints

If you feel that you have been treated unfairly, please write to us and we will investigate. We
try very hard to ensure that every stage in our recruitment process is fair and properly thought
out. We have a duty to ensure that you are treated fairly. If you wish to discuss why you have
been unsuccessful, please let us know and an appropriate person will provide you with any
feedback which you may require.



