Customer care agent- application form (Temporary & Permanent)        
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	Return to:  recruitment@anpost.ie
Please use BLOCK CAPITALS or TYPE when completing this form.

	Personal Details:
	Title: _____ Name: ​____________________________________________________
Address: ______________________________________________________________________________
Address:

	Phone No:
	Email address:

	Please provide details of your PC experience, level and any relevant qualifications or training programmes completed:

[image: image1]Excel             Word       Powerpoint      Email         Other (please specify) ​​​​  _______________________


	Please state your highest educational level and name of school/college: 

Please state year awarded

	  

	Please give details of your most relevant employments/work experiences, highlighting your main responsibilities and any particular achievements:
From (Month/ Year)

To (Month/Year)

Position and Company
Key Responsibilities/ Achievements

Reason for Leaving




	When are you available to start? 

	Have you worked in An Post before?                                                From (Month/Year):             

State YES or NO:                                                                              To (Month/Year): 

	Have you ever availed of voluntary severance or early retirement from An Post? 
State YES or NO:


Competencies

The competencies set out below are crucial to successful performance in this role. 
 Please provide examples of how you might have demonstrated these competencies 
(either in your work environment or outside of work)
	Competency:
	Evidence:

	Customer & Quality Focused

The ability to focus on understanding customers’ needs and expectations and to respond effectively and efficiently to them (the word ‘customer’ is broadly defined and includes both internal and external customers).  Is determined to offer a quality service to all customers.


	

	Building & maintaining relationships 

Builds and maintains relationships with a network of people who may be able to assist in a business context.  Recognises the two-way nature of relationships and works to develop mutually beneficial partnerships.  Interacts with others in a manner that builds respect and fosters trust.


	

	Communications

The ability to communicate clearly with other people both in one to one and group settings.  Strong listening skills.  Able to convey information accurately.
	

	Attention to detail
Accomplishes tasks through concern for all areas involved, no matter how small, showing concern for all aspects of the job; developing detailed plans; accurately checking processes and tasks, maintaining watchfulness over a period of time.


	

	Critical thinking and analytical skills, data driven

Understanding a situation, issue, problem etc. by breaking it into smaller pieces, or tracing the implications of a situation in a step-by-step way.  It also includes organising the parts of a problem, situation etc., in a systematic way; making systematic comparisons of different features or aspects; setting priorities on a rational basis; and identifying time sequences, causal relationships, or if-then relationships.

	

	Flexibility to work in different areas and learn new skills

The ability to adapt to and work effectively within a variety of situations, and with various individuals or groups. It entails understanding and appreciating different and opposing perspectives on an issue, adapting one’s approach as the requirements of a situation change, and changing or easily accepting changes in one’s own organisation or job requirements.

	


6.  Additional Information 

	


7.  Declaration

I declare that the information contained in this form is true and correct without omission.  I understand that this form will be placed on file and I accept that any wilful misinformation or omissions in my application or supporting documentation will render me liable for disqualification from this competition and render me liable to subsequent disciplinary action.  

I also acknowledge that I am aware that in entering this competition I may be subject to ability test(s) and/or an occupational personality questionnaire which will be used in strict confidence for the sole purpose of providing information to assist in the selection process and that this information will not be used for any other purpose.

	Signature of Applicant:


	_______________________________________________

	Date:
	________________________


Do not forget to include a note giving pertinent details of any special projects which you may have undertaken or any particular skills, qualifications or experience gained, which may be relevant to the position.





























